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TREASURY DEPARTMENT 



WASHINGTON 


June 1, 


Mr, viiiiaic Rusaoll, 

Wei ton Street, 
Denver, Color^tdo, 

Sir: 


You are infor«Tied that the JOepart^ient accepts 


your proposal dated «ay 27, 1910, for supplying toi- 
tuminous coal for use in the rT. S, Mint ouilding, 
Denver, Colorado, during the fiscal year ending June 
30, 1911, the cost of the same to he paid from the 


appropriation: "Contingent Expenses, Ifint at Denver, 
1911,** under the following terms and conditions; 


1,500 tons, or so much thereof as may he 
necessary, to be determined by the exlgeriolon 
of the service, of good steam coking, run of 
rcinOi bltHJTiinous oostl, fro«hlv thor-* 

oughly cleaned, free from fine coal, dirt and 
excessive dust, known ccrrm» 5 rclallv as 
from the Pinnacle Mine and the Mai^jnoth Vein iL 
oatod in Routt County, Colorado, and havlnfl‘*a« 

British Thermarunits 

in the coal as delivered and 5 oer cent of ash 
in^the dry coal, at a price of ^4.35 per ton of 

-t,^40 poanfia; with tho undwratandins tt)%X the 
ueliveries of c4al under tiiw terms of this con- 
tract will be regularly and syste/mtloaliy sam¬ 
pled and corrections made for variations in the 
number of British Thermal Units in the coal as 
delivered and the ash in the dry coal, as pro¬ 
vided In the accompanying specification and pro¬ 
posal form, all tho provisions of which are Lade 
a part of thin contract. ® 


There is inclosed herewith a copy of the rjpooifioa- 
tions and the propos»al form as signed by you, and also a 
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Wmi-un K, RufiHoXl, 

blank forra of bond vrhioh you aro roqiioatod to oxoouto 
in tho ponal auw of f2,R00.00 a« a *5uarantoe for th«j 
faithf’ul porformanca of tba provi«ion» of your contract. 
Special attention i« invited to the rulen attached to 
the bond which ahould ho oarofully ohoervod in ito oxooa* 
tlon, 

The copy of the advertleeTent which wi«t be forwarded 
with the bond ehould be obt^ilned froni the Super In tan<lent 
of the U- S. Ifint, Cenver, Colorado. The other necoeaary 
papere which ahoulu accoicpany your bond, Including the 
letter of acceptance and your original propoaal, will be 
furntehed by thie .T>epartmont. 

Your certified check in the of $652.50 
returned to you upon the receipt of your bond and Ite ap¬ 
proval by the Solicitor of the Treasury. 

The inclo??ed copy of tnat mot lone r«XatiTe to the 
eampllnc: of coal deliveries will be carofully followed by 
the of^icialn of the Vint building, and the wettlerrent of 
your a«ioounta will be made upon a monthly ba«l« and after 
the reeultH of the analyeeB and tents of sawplee have been 
determined by the Teohnolcgic Branch of the United States 
Geological Survey, 

Pleae® uoknowledgo the receipt of this communication 



Wllllairi Tg. 
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and return your bond properly executed, with copy of ad¬ 
vertisement attached, as soon as possible. 

By direction of the Secretary: 

Respectfully, 


Acting Secretary, 



TREASURY DEPARTMENT 
Chief Clerk and Superintendent 
Form No. 105.—Ed. Feb. 16-10-2.000 


SPECIFICATION AND PROPOSAL 



FOR 


COAL 


TO BE SUPPLIED TO THE 
UNITED STATES PUBLIC 
BUILDINGS UNDER CON¬ 
TROL OF THE TREASURY 
DEPARTMENT 



WASHINGTON 
GOVERNMENT PRINTING OFFICE 
1910 
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Sf'l'ClPirATION AND I’KDI'DSAI. IA)K SIII’I’I.YINGXOAI., 


hnHM HUitm ././-la i/i ^ 


PROPOSAL. 


S<*alftrl propoHals will ha raaftivad at this ofliw until 2 oVIoak p, m,, 2- 19 I <:? , for 

hiiildiiig 


sup|)lyinK anal to th« (JniR^d Statoa A 

at ^y\>^ ^ ^ r/ to 

^ jtxt -9^ J? ^ /’A 

p . / , 

A C-t-c «»^^ . -U-f yLC^.y 
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tis follows; 

ty -r> < ^ -a -ty x - 7 ^ »>< .•<? 


'I'ha rpiantity of coal stated above is based upon the previous annual consumption, and proposals 
must be made upon the basis of a delivery of 10 per cent more or less than this amount, subject to the 
ac.tual re(|uirej/ient8 of the stjrv'ice. 

Proposals must be made <m this form, and include all exjjen.ses incident to the delivery and stowaj^e 
of the coal, which must be delivered in such (piantitics, ami at such time.s within the fiscid year ending 
Junc^ liO, JtJll, an inay be reciuired, 

Projmsals must be accompanied by a deposit (antified check, when ])racticuble, in favor of tl»e 
.Secretary of the Ireasury) amounting to 10 per c<‘nt of the aggregate amount of the bid submitted, as 
a guaranty that it is bona fide. Depo.sitH will be returned to unsucces.sful bidders iimncrliately after 
award has been made, but the deposit of the succossful biflder will be retained until after the coal shall 
have been delivered, and final setllenient made therefoi-, as se<urily for the faithful i)erforinance of 
tin* tei7us of the contract, with the undei'sfanding that the whole or a j)art thereof may be used to lifjui- 
date Ihe value of any deficicjicies in (juality or delivery that may arise under the terms of the cmitract. 

When the amount of the contract exceeds .$10,000, a bond may be executed in the sum of 2.'> per 
cent of the contract amount, and in this case the deposit or certified check submitted with the proposal 
will Ik> retur-rred after approval of the bond. 

'I'he bids will be opened in the pr<*sence of (he biddms, their rejrrescntatives, or such of them as 
may atlmid, at the time and place abovr* specified. 

In debuTuitring the award of tlie con(,r-act, considera(.ion will be given to the (|uality of the coal offered 
by the bidder, as well as the frrice prsr ton, and should it appear to bo to the best ink^ests of the Govern¬ 
ment to award the contnud for supplying coal at a pr’ice higlnT than that named in lower bid or bids 
received, the award will be so made. 

The right to reject any or all bids and to waive defects is expressly reserve<l by the Government, 
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* description of coal desired. 

Bids are desired on coal described as follows: 
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Coals containing more than the following percentages, based upon dry coal, will not be considered; 

.....-.per cent. 

Volatile matter...per cent. 

.:. ./-^-O percent. 

t Dust and fine coal as delivered at point of consumptionj^r<W-::C->per cent. 

DELIVERY. 


46 

47 


The coal shall be delivered in such quantities and at such times as the Government may direct. 

In this connection it may be stated that all the available storage capacity of the coal bunkers will be 

48 placed at the disposal of the contractor to facilitate delivery of coal under favorable conditions. 

49 After verbal or written notice has been given to deliver coal under this contract, a further notice may 

50 be served in writing upon the contractor to make delivery of the coal so ordered within twenty-four hours 

51 after receipt of said second notice. 

52 Should the contractor, for any reason, fail to comply with the second request the Government will 

53 be at liberty to buy coal in the open market, and to charge against the contractor any excess in price of 

54 coal so purchased over the contract price. 


* Note.—T his information will be given by the Government as may be determined by boiler and furnace equipment, operating 
conditions, and the local market. 

t Note.—A ll coal which will pass through a J-inch round-hole screen. 
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SAILING. 

Sampte of the coal delivered will be taken by a representative of the Government. 

y" “ , **■ Jf practicable, the coal will be sampled at the time it is being delivered to the 

““-y ”“eaaary *0 take these samples from the yards or bins. 

The s pie t en will m no case be less than the total of one hundred (100) pounds, to be selected 

S “cLundm -P—‘ 

In order to minimize the loss in the original moisture content the gross sample will be pulverized as 
rapidly as possible until none of the fragments exceed ^ inch in diameter. The fine coal will then be 

mixed thoroughly and divided mto four equal parts. Opposite quarters will be thrown out and the 

remammg portions thoroughly mixed and again quartered, tlirowing out opposite quarters as before. 
This process will be continued as rapidly as possible until the final sample is reduced to such amount 
that all of the final sample thus obtained will be contained in the shipping can or jar and sealed air¬ 
tight. 

The sample will then be forwarded to the Chief Clerk of the Treasury Department, care of the 
storekeeper. 

If desired by the coal contractor, permission will be given to him, or his representative, to be 
present and witness the quartering and preparation of the final sample to be forwarded to the 
Government laboratories. 

Immediately on receipt of the sample it will be analyzed and tested by the Government, following 
the method adopted by the American Chemical Society and using a bomb calorimeter. A copy of the 
result will be mailed to the contractor upon the completion thereof. 


CAUSES FOR REJECTION. 

contract entered into under the terms of this specification shall not be binding if, as the result 

77 of a practical service test of reasonable duration, the coal fails to give satisfactory results due to excessive 

78 clmkering, or to a prohibitive amount of smoke. 

79 It IS understood that the coal delivered during the year will be of the same character as that specified 

80 by the contractor. It should, therefore, be supplied, as nearly as possible, from the same mine or group 

81 of mines. ^ 

82 Coal containing percentages of volatile matter, sulphur, and dust higher than the limits indicated on 

83 page 2, and coal containing a percentage of ash in excess of the maximum limits indicated in the following 

84 table will be subject to rejection. 

85 In the c^e of coal which has been delivered and used for trial, or which has been consumed or remains 

86 on the premises at the time of the determination of its quality, payment will be made therefor at a 

87 reduced price computed under the terms of this specification. 

88 Occasional deliveries containing ash up to the percentage indicated in the column of “Maximum 

89 Imiits for ash,” on page 4, may be accepted. Frequent or continued failure to maintain the standard 

90 established by the contractor, however, will be considered sufficient cause for cancellation of the 

91 contract. 

♦PRICE AND PAYMENT. 

92 Upon tlie completion of an order for any particular month during the fiscal year the custodian may 

93 upon the written request of the contractor, certify a voucher at once on the basis of ninety per cent (90 

94 per cent) of the total amount of the bill based on the contract price and the total tonnage of the monthly 

95 order; the ten per cent (10 per cent) being withheld to protect the Government against the delivery of 

96 coal of inferior quality, and to offset any deduction wliich may be ascertained as the result of the analyses 

97 and tests of samples representing the average quality of all the deliveries on the order as reported bv^the 

98 proper bureau of the Government. Upon the receipt of said report on the quality of the cod in 

99 final settlement will be made. quesuon. 


* Note.—T he economic value of a fuel is affected by the actual amount of combustible matter it contains, as determined by its h f 

value shown in British thermal units per pound of fuel, and also by other factors, among which is its ash content. The ash content n^t 
only lowers the heating value and decreases the capacity of the furnace, but also materially increases the cost of handline the^ciml tho 
labor of firing, and the cost of the removal of ashes, etc. ' 
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110 
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»c,«dinK order or or,iors. «tremely low-grade fuel, the balance wUl he deducted from the next 

c„ jsr v'll'rat En^^arriftr:: r::; 

established by the contractor in this propral. ’ ^ 

the tonoJhlTfonmdi'? is “ pro rata one, and is determined by 

Delivered B^u. X coiiteact price 

Standard B. t. u. - = price to be paid. 

For example, if a coal delivered on a contract f?uaranteeing 14,000 B. t. u. “as delivered” at a price 
of $3 per ton shows by calorific test 14,300 B. t. u. “,i« delivered,” the price to be paid is, by substiti^ion 

in the formula, —~ i4 ' =$3.0642. 

The price will also be further corrected for the percentages of ash. For all coal wliich by analysis 
contains less ash than that established in tliis proposal a premium of 2 cents per ton for each whole per 
cent less ash will be paid. An increase in the ash content of two (2) per cent over the standard estab¬ 
lished by contractor will be tolerated without exacting a penalty for the excess of ash. WTien such 
excess exceeds two (2) per cent above the standard established, deductions will be made from price paid 
per ton in accordance with following table: 


Cents per ton to be deducted. 


Awh as established 
in proposal. 

No _ 
deduc¬ 
tion for I 
limits 
below. 

2 

4 

7 

1 12 

! 18 

25 

35 

Maxi¬ 
mum 
limits for 
ash. 




Percentages of ash in dry coal. 
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- - - 'l i<- > .<-^y. . . . (^4= 

.- ... 

The umlersigneil herolry tifjjiw to fiiniiali to the U. S. 

bmldbs.l , ,1,,, ,„„, ,|„,,ri|„„,^ i„ t„„, 

nndiJi quantity, 1 ) pei ceiit more or less than that stated on page ], as may be reijuired during the fiscal 
year eiuling dime 30, 1911, m strict accordance with this specification; the coal to be delivered in such 
quantities and at such times as the (ioveniinent may direct. 

Vrke \)ev ton (2,240 poiincls)f^^i^:^.-=f<-!^:^ ^ 

Coiainercial name of the coal. 

Name of the mine or mines. ..cs 


vs* 




Location of the mine or mines . 

V . . ^ 0 

Name or other designation of the coal bed or vein. 


Size (indicate information which will apply)— 

Unsized . Lump. Run of miir 



> cieened, through.inch ami over.. . ..inch ) Square [ peumgs. 

( Bar screen. 

UuUi to eHtabliali a basis for payment: 

British thermal units in coal as delivered . /..“Tz^.^ d . 

4sA in dry coal (NIethod ol Ameri(*an t'hemical Society)..__ ....--- _..per cent. 

terml^Twil.h bidn do not ewlablish a liigher value than can be actually maintained under the 
•vhigher economic value recognized that tlio Kmall “mine wimploH” taken from the mine usually indicate 

from the coal of the “mine Hnmnie >•'?!* '“'■1’;'””^ ‘l«l'vered in carload lots, due to greater care in the separation of extraneous matter 

description with average valul3 (be therefore, that it will bo to the best inlerest.s of the contractor to fumiA a co^ec- 

tions ftom the contmet nrice ami mu., maintain the sUindard established by the contractor will result in deduct 

paid for at an increaserlprice per toi ^ “ cancellation of the contract, while deliveries of a coal of higher grade than quoted will bo 

I 


Name of corfioration, 
Name of pre.sident, 
Name of secretary, 

what hiw (State) 


Signature: 

Address: ^ 




corporation is organized: . 


O 






































treasury department, 

Chief Clerk and Superintendent. 
Form No* 105.—Ed. Apr. 19-09—500. 
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1 

2 

3 

4 

5 

6 

7 

8 
9 

10 

11 

12 

13 

14 
16 
16 

17 

18 


19 

20 
21 
22 

23 

24 

25 


United States . 



190 ^ 


PROPOSAL. 

Sealed proposals will be received at this office until 2 o’clock p. in.,. 
supplying coal to the United States 

, 2 v5!C?<^P 






, 190^, for 

.building 

as follows: 


The quantity of coal stated above is based upon the previous annual consumption, and proposals must 
be made upon the basis of a delivei’y of 10 per cent more or less than this amount, subject to the actual 
requirements of the service. 

Propo.sals must be made on this form, and include all expenses incident to the delivery and stowage of 
the coal, which must be delivered in such quantities, and at such times within the fiscal year ending 
June 30, 1910, as may be required. 

Proposals must be accompanied by a deposit (certified check, when practicable, in favor of 
the Secretai'y of the Treasury) amounting to 10 per cent of the aggregate amount of the bid submitted, 
as a guaranty that it is bona fide. Deposits will be returned to unsuccessful bidders immediately 
after award has been made, but the deposit of the successful bidder will be retained until after 
the coal shall have been delivered, and final settlement made therefor, as security for the faithful 
performance of the terms of the contract, with the understanding that the whole or a part thereof may 
be used to liquidate the value of any deficiencies in quality or delivery that may arise under the terms of 
the contract. 

When the amount of the contract exceeds ^10,000, a bond may be executed in the sum of 25 per cent 
of the contract amount, and in this case the deposit or certified check submitted with the proposal will be 
returned after approval of the bond. 

The bids will be opened in the presence of the bidders, their representatives, or such of them as may 
attend, at the time and place above specified. 
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In determining the award of the contract, consideration will be given to the Qualit}' of the coal offered 

27 b}^ the l^idder, as well as the price per ton, and should it appear to be to the best interests of the Govern- 

28 ment to award the contract for supplying coal at a price higher than that named in lower bid or bids 

29 received, the award will be so made. 

30 The right to reject any or all bids and to waive defects is expressly reserved by the Government. 


* DESCRIFITON OF COAL DESIRED. 



Coals containing more than the following percentages, based upon dry coal, will not be considered: 


43 

Ash.. 


44 

Volatile matter. 


45 

Sulphur. 


4() 

tDust and tine coal as delivered at point of consumption. 

DELIVERS. 

.per cent. 


47 The coal shall be delivered in such quantities and at such times as the Government may direct. 

48 In this connection, it may be stated that all the available storage capacity of the coal bunkers will be 

49 placed at the disposal of the contractor to facilitate delivery of coal under favorable conditions. 

50 After verbal or written notice has been given to deliver coal under this contract, a further notice may 

51 be served in writing upon the contractor to make delivery of the coal so ordered within twenty-four hours 

52 after receipt of said second notice. 


* Note.— This information will be given by the Government as may be determined by boiler and furnace eouinment 
conditions, and the local market. 

t Note. —All coal which will pass through a J-inch round-hole screen. 


operating 




-C 0 ^ ' L . 
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53 Should the contractor, for any reason, fail to comply with the second reciuest the (Toverninent will 

54 be at liberty to buy coal in the open inarket, and to charge aj^ainst the contractor any excess in price o 

55 coal so purchased over the contract price. 

SAMPLING. 


Samples of the coal delivered will be taken by a representative of the Government. 

In all cases whei-c it is pvacticablo, the coal will be sampled at the time it is bcinR del.vered tn tbe 
huildine. In ease of small deliveries, it may be necessary to take these samples from the yaids or nns. 
The sample taken will in no ease In, less than the total of one hundred (100) pounds to be sel^^d 
proportionally from the lumps and «ne coal, in order that it will in every respect truly represent the 

In order to minimize the loss in the original moisture content the gross sample will be pulverized as 
rapidly as possible until none of the fragments exceed i inch in diameter. The line coal will then be 
mixed thoroughly and divided into four equal parts. Opposite quarters will be thrown out and the 
DU remaining portions thoroughly mixed and again quartered, throwing out opposite quarters as before. 

66 This process will be continued as rapidly as possible until the final sample is reduced to such amount 

67 that all of the final sample thus obtained will be contained in the shipping can or jar and sealed air- 

68 tight. , 

69 The sample will then be forwarded to the Chief Clerk of the Treasury Department, care of t le 

To stoi'Gkccpcr* 

71 If desired by the coal contractor, permission will be given to him, or his representative, to bo 

72 present and witness the (juartering and preparation of the final sample to be forwarded to the 
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65 


73 Government laboratories. 

74 Immediately on receipt of the sample it will be analyzed and tested by the Government, following 

75 the method adopted by the American Chemical Society and using a bomb calorimeter. A copy of the 

76 result will be mailed to the contractor upon the completion thereof. 


CAUSES FOR REJECTION. 

77 A contract entered into under the terms of this specification shall not be binding if, as the result 

78 of a practical service test of reasonable duration, the coal fails to give satisfactoiy results due to excessive 

79 clinkering, or to a prohibitive amount of smoke. 

80 It is understood that the coal delivered during the year will be of the same character as that specified 

81 by the contractor. It should, thei’efore, be supplied, as nearly as possible, from the same mine or group 

82 of mines. 

83 Coal containing pei’centages of volatile matter, sulphur, and dust higher than the limits indicated on 

84 page 2, and coal containing a percentage of ash in excess of the maximum limits indicated in the following 

85 table will be subject to rejection. 

86 In the case of coal which has been delivered and used for trial, or which has been consumed oi remains 

87 on the premises at the time of the determination of its quality, payment will be made therefor at a reduced 

88 price computed under the terms of this specification. 

89 Occasional deliveries containing ash up to the percentage indicated in the column of Maximum 

90 limits for ash,” on page 4, may be accepted. Frequent or continued failuie to maintain the standard 

91 established by the contractor, however, will be considered sufficient cause for cancellation of the 

92 contract. 


4 


♦PRICE AND PAYMENT. 


9 ‘i Payment will bo nuulo on the bawis of the price named in the propoHal for the coal specified therein, 
04 corrected for variations in heatint? value and ash, as shown by analysis, above and below the stsindard 
05 established by contractor in this proposal. For example, if the coal contains two (2) per cetR, more or 
0(5 loss British thermal units than the established standard, the i)rice will be Increased or decreased two (2) 

97 per cent accordingly. , i. . i i • 

The price will also be further corrected for the percentages ot ash. hor all coal which by analysis 

contains less ash than that established in this proposal a premium of 1 cent per ton for each whole per 
cent less ash will be paid. An increase in the ash content of two (2) per cent over the standard estab¬ 
lished by contractor will be tolerated without exacting a penalty for the excess of ash. When such 
excess exceeds two (2) per cent above the standard e.stablished, deductions will be made from price paid 


9S 

•99 

100 

101 

102 


103 per ton in accordance with following table: 


Ash as established 
in proposal. 


Per cent. 


5 -. 

6 ,. 

7 

8 .. 

9.. 
10 

11 .. 
12 . 
13- 

14. 

15. 

16. 

17. 

18. 


No 

deduc¬ 
tion for 
limits 
below. 


Cente per ton to be deducted. 


7 

8 
9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 


4 

7 

12 

18 

25 


35 


Percentaj^es of ash in dry coal. 


Maxi¬ 
mum 
limits for 
ash. 


7- 8 

8- 9 

9- 10 
10-11 
11-12 

12- 13 

13- 14 

14- 15 

15- 16 

16- 17 

17- 18 

18- 19 

19- 20 

20 - 21 


8- 9 

9- 10 
10-11 
11-12 

12- 13 

13- 14 

14- 15 

15- 16 

16- 17 

17- 18 

18- 19 

19- 20 

20 - 21 
21-22 


9-10 

10-11 

11-12 

12- 13 

13- 14 

14- 15 

15- 16 

16- 17 

17- 18 

18- 19 


10-11 

11-12 

12- 13 

13- 14 

14- 15 

15- 16 


19- 20 

20 - 21 
21-22 
22-23 


16- 17 

17- 18 

18- 19 

19- 20 

20 - 21 
21-22 
22-23 


11-12 

12- 13 

13- 14 


14- 15 

15- 16 

16- 17 

17- 18 

18- 19 

19- 20 

20 - 21 
21-22 
22-23 


12- 13 

13- 14 

14- 15 

15- 16 

16- 17 

17- 18 

18- 19 

19- 20 

20 - 21 
21-22 


13- 14 

14- 15 

15- 16 

16- 17 

17- 18 


12 

13 

14 

14 

15 

16 
16 

17 

18 
19 

19 

20 
21 
22 


.—The economic value of a fuel is affected by the actual amount of combustible matter it contains, ^ 
value shown in British thermal unite per pound of fuel, and also by other factors, among which ^ \ handlintr 

content not only lowers the heating value and decreases the capacity of the furnace, but also materially me 
the coal, the labor of firing, and the cost of the removal of ashes, etc. 


*Notk. 
heating value 
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Proposiils to rtceh'e consulftvHon must he submitted upon this form and coniafn all of tJte information 

requested. n 

_ 

..., 190 *^ 



The uudei'signed hereby agree to furnish to the I • b... ^ ..—........ ... 

buildinff ^ .. , the coal described, in tons of 2,240 pounds each 

and in quantity, 10 per cent more or less than that stated on i)ai;e 1, as may be required during the liscul 
Year endin<*^ June 30, lO/O, in strict accordance with this si)ecirication; the coal to be delivered in such 
quantities and at such times as the tjoverument ma} direct. •/ 


Price per ton (2,240 pounds) —. 
C\)mmeivial name of the cojil 

-e 

Name of the mine or mines.- 




Location of the mine or mines ^ 

Name or other designation of the coal betl or vein.— 

Size (indicate information which will apply)— 

- Uocized- : :- -Luilip _~ 



Rtnrof^ine— 


- Stu'oonod. through - 


inch and over 


) Hound ) _:_ 

Qcrecu. 


Data to ej^tablish a basis for payment: 

British thermal units in coal as delivered ^ 

Ash in dry coal (Method of Ameriain Chemical Society) ZZ^ . .. per cent. 

tJ.« iliif ®bove information does not establish a higher standard flian can be actually maintaineil under the terms of 

th in thn. j c*”**^^*^’^ it should be noted that the small samples taken from the mine are invariably of higher qualitv 
comvt ■IfKSfrintLn „.:»K therefroui. It is evident, therefore, that it will be to the best interests of the contractor to furnish a 

ileiin.-tiViiic fiJL »!,«' values of the coal offered, as a failure to maintain the standani established by contractor will result in 

will he paiil for at ^ Ciiuse a cancellation of the contract, while deliveries of a coal of higher grade than quoted 


Name of corporation. 

Name of president. 

Name of secretary, _ _ 

1^ nder what law (Shite) coqioration is organized: 


Signature: 

Address: /v5~ 

.... 
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TroasTiry Contract for Coin Bags for fiscal year 1912* 


(Place). 54 Pranklin St- ^-Uew York City 

(Date).JtmQ..19,..1911.... 


The undersigned hereby agree to furnish coin bags of the qualities and makes below 
described, in such quantities as may be ordered by the Secretary of the Treasury, at the prices 
stated: 


u 



Kate per Bag Deliv¬ 
ered— 

a 

< 

DESCRIPTION OF BAG. 

For What Amount 

TO BE Used. 

At points 
cast of the 
Rock}' 
Moantaius. 

At points 
west of the 
Rocky 
Mountains. 

hi 

O 

d 



1 

Bag to be 20J inches long, 12 inches wide, to be of duck made from 
middling cotton, weighing not less than 8 ounces to the yard of 
29 inches width, counting not less than 50 double threads to the 
inch in the warp and not less than 32 double threads to the inch 
in the filling, to be free from starch or sizing of any kind, and 
sewed with double row of stitching (lock-stitch) with No. 12 
best four cord unbleached machine cotton thread, well stayed to 
prevent raveling. 

$1,000 silver_ 

aQ839 

-.0839- 





2 

Bag to be 14 inches long, inches wide, and to be of same mate¬ 

rial and make as sample No. 1. 

$5,000 gold_ 

-.-03.49- 

-..lQ349.. 

8 

Bag to be 16 inches long, 9} inches wide, and to be of same mate¬ 
rial and make as sample No. 1. 

' $500 silver_ 

.0539 

.0539 





4 

Bag to be 16 inches long, 9J inches wide, and to be made of strong 
unbleached drill, sewed with double row of stitching (lock-stitch) 
and thread as provided for bag No. 1, well stayed to prevent 
raveling. 

$500 silver- 

1 

1 

-..03.47- 

-.-03-47- 


Bag to be 14J inches long, 6J inches wide, to be made of strong, 
heavy, unbleached sheeting, and to be sewed with single row of 
stitching (lock-stitch) and thread as provided for bag No. 1, well 
stayed to prevent raveling. 

1 

$200 silver_ 

.0169 

.0169 




6 

Bag to be 9^ inches long, 6 inches wide, and to be of same mate¬ 
rial and make as sample No. 5. 

$100 silver__ 

..iiQ114 

.-.-0114- 





r ^ ^ long, Inches wide, and to be of oame mate¬ 

rial and make as sample No. 5. 

$50 silver_ 

.^00.749. 

...QQ749.. 

8 

Bag to be 17 inches long, Hi inches wide, and to be of same mate¬ 

$200 nickel_ 

.0439 

.0439 


rial and make as sample No. 4. 




9 

Bag to be 8i inches long, 2i inches wide, and to be of same mate¬ 

$10 dimes, or $5 

.0049 

-.0049 


rial and make as sample No. 5. 

nickel. 




(Jiiddevs sfiould state Name and Address.) 


J.-.-BOSS -COLLINS 






































TUKASUilY DKPAllTMKNT, 

■* Division or PruLU' Moneys. 
Form K<1. Mar. 30-10—600. 


INSTRUCTIONS TO BIDDERS-COIN BAGS. 


Mo hags are kept in the Stock of the Department, hat they a,re ordered, 
from time to time, in qaantities as reqaired, upon requisition of putdie officers, 
and must he promptly delivered to any pa,rt of the United States, in the office 
for which they are ordered, free of expense to the Government for transpor- 
tation or cartage. Bugs delivered and found to he inferior to samples 
submitted will he returned to contractor at the expense of the latter for 
transportation. 

As some of the hags will he sent to public officers on the Pacific coast two 
rates will he given—one for delivery at points east, a,nd one at points west, of 
the Rocky Mountains. 

The Department is unable to state the number of hags which will he 

required. During the fiscal year ended June 30, 19.. . over - hundred 

thousand were ordered in sizes as shown inside. 

Envelopes containing proposals should he marked “ Proposals for Coin 
Jiagsf^ and addressed to the Secretary of the Treasury, accompanied hy a 
sample hag of each size. 

The bids will he considered and accepted or rejected item hy item, and 
this proposal, so far as accepted hy the Seci'etary of the Treasury, shall 
constitute the contract between the Government and the bidder, and no further 
contract will he executed. 

The right is reserved to reject any or all bids, and to waive defects. 

A certified check for $4-00 will he required from the successful bidder as 
a, guaranty of faithful peiformance of contract. 


Secretary of the Treasury. 





NUMBER OF COIN BAGS ORDERED DURING FISCAL YEAR 


Size c/Vo. i.. 
Size J^o. 2 ... 
Size J\^o. 3. 
Size JVo. Ji- ... 
Size JV'o. 5... 
Size JYo. 6... 
Size J\fo. 7 
Size .yVo. 8 
Size <yo. 9... 


























TREASURY DEPARTMENT 



OFFICE OF 

director of the mint 

III RePLYlHa QUOTE miTIAU 


WASHINGTON 
July 11, 1911 


Superintendent, U. 3. Hint, 

Denver, Colo. 

Sir: 

I an sending you heroTrith a copy of the contract with J. ?oss 
Collins for coin hags for the fiscal yoar 1912. 

P.ospect fully. 



Director of the Zilnt 


(Hnclosuro) 
















inc its analysis of the 72.026 tons of coal delivered at your insti¬ 
tution hy tho ITorthern Goal & Colo3 Co. from September 5th to 28th in¬ 
clusive, and you are instructed to ^eparo a voucher in fa\'or of the 
above company in the sum of .^92.66, as follows: 


72.026 tons Bituminous coal 

Contract price per ton, ;;j54.09. 


Eoating value in B. t.u. jjer lb. as 
received: 


Contract standard, 12,200 
Actual, 12,410 

Price per ton corrected for 
variation in B.t.u. 


12,410 X ^.09 

12,200 


04.1604 


Ash: Contract standard, 4.9 to 6.9^ 
Actual, 4.8';$ 

Deduction on account of ash. Hone. 


72.026 tons at 04.1604 


I am also enclosi'hej30py of the report of analysis to be 


0299.66 

ZSS, / V 


forwarded to the contractor. 


Pespectfully. 



(Enclosure) 






TREASURY DEPARTMENT 


OFFICE OF 

DIRECTOR OF THE MINT 


WASHINGTON 
Dec. 30, 1911. 


IN REPLYING QUOTE INITIALS 



Suporintendeiit, U. S. Hint, 


Denver, Colo. 


Sir: 


I am enclosing herevdth the report of the Bureau of I.Iines giv¬ 
ing its ffiialysis of the 78.125 tons of coal delivered at your insti¬ 
tution hy the northern Coal & Colo Co. from ITovemher 4th to 21st, in¬ 
clusive, and you are instructed to prepare a voucher in favor of the 
above company in the sum of -^20.05, as follows: 

78.125 tons Bitinninous Coal 

Contract price por ton, D4.09. 

Heating value in B.t.u. per Ih. as 
received: 

Contract standard, 12,200 
Actual, 12,220 

Price per ton corrected for 
variation in B.t.u. / 


12.220 :£ o4.09 

12,200 = ^54.0967 


Ho deduction on account of ash. 



78.125 tons at :>4.0967 



Diroctor of the. Tint 

S- 

P.S. I am also enclosing copy of the report of analysis to he 


forwarded to the contractor 






ine its analysis of the 36.904 tons of coal delivered at your insti¬ 
tution ty the northern Coal d Coke Co. froc October 12th to 14th in¬ 
clusive* and you arc inslructed to prejare a voucher in favor of the 
above corapai^ in the sum of ^149.08, as follows: 


36.904 tons Bituminous Goal 

Contract jrice per ton, C‘4*09. 

Hestirg value in B.t.u. per lb. as 
received; 

Contract standard, 12,200 
Actual, 12,050 

Price per ton corrected for 
variation in P.t.u / 

12,050 g 34.09 / 

12,200 = $4.0397 


i:o deduction on account of ash 




S- 


P.S. 

I am also enclosing copy of the report of analysis to be 


forwar ed to the contractor. 







EEMVRR.COLO. MINT (1®W) 




OFFICE OF 

SUPERVISING ARCHITECT 

IN REPLYINO QUOTE 
UPPER INITIAL RIQHT-HAND CORNER 


-/ 


The Director of the Mint, 
Treasury Department, 


Sir: 


TREASURY DEPARTMENT 

WASHINGTON July 26,1911. 



There are inclosed herewith two copies of a report hased 
upon analyses made hy the Bureau of Mines, covering delivery 
of coal to the Mint Building, Denver, Colo., from which a set 
tlenent of the account has been arrived at, as shown below: 


Contractor for fiscal year 1911, William E. Russell. 
Period of delivery, June 1 - 30, 1911, 

Kind of coal. Bituminous. 


(Datawhich should appear verbatim in the voucher) 


Umber of tons, 46,290 
Contract price per ton, 
Heating vMue in E.t.u. 
Contract standard, 
Actual, 12,055 
Price per ton corrected) 


$4.35 

per lb. as received; 
12,300 

12.055 X $4.35 = $4.2634 
12,300 


Ash; 

Contract standard, 

Actual, 6.55^ 

Premium Deduction on account of, none. 
Price per ton corrected for variations in both 


ash and B.t.u. $4.2634 

46,290 tons at $4.2634.$197.35 

I XI. 1 


One copy of the report of the Bureau of Mines should'be'' 
attached to the voucher when forwarded to the Department, and the 
other, together with the inclosed copy of this communication, should 
be transmitted to the contractor with the request that a voucher 
be rendered in compliance therewith. 


Respectfully, 







Executive Officer. 
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treasury department 



OtnVQTOM OF THU MINT 


WASHINGTON 

AviC^iot 17# 1011# 

I \\ 


\V 


S\v)>ovintonilont| \U U* 

Dom'oi’t Colo* 

aivt 

I nn onolo.lnc liorowlth tho report of tho Bureau of Kino* clv- 
1-.- Ito eaalj-ol. of tho ?.C.9:07 tone of oota dollvoroS at pour Inotl- 
tntton hy tho Porthom Coal 6 Ooko Oo. frora July 10 to July 12, In- 
eluolvo. a«4 you aro Inotruotod to proparo a vouchor In favor of tho 
ahovo oorn»ny In tho out. of 5110.47, no followo: 

2C.9107 tono Bltyininono coal 

Conti*aot prioo por tont .»4#09* 

vciluo in BotoU# por !!>• tts 
roooivodi 

Contract stcmtUird, 1 m,** 00 
Actual, 12,245 

rrloo por ton oorroctod for 
variation In BotoU* 

« ^ A A 


IS,245 X :M*Q9 

12,20(r 


:)4.1051 




Aoh: Contract standard, 4.9 to 6.9^ 
^Votunl, 6 . 95 .J 

Boduotlou on acoount of aoli, llono# 

2G.9107 tona at ,>1.1051 




>, 26.9107 tono at v4.tuoi = 

thO report of yalyolo to h o 

% I (•■f/ 


fUsT.’ardod to tho oontrnotor 


A. M 4*. *fSl 1 T *.T . 



(I^i^olOGuro.) 




DEITVKR, COLO. MINT. (mi) 



77i 



W 


TREASURY DEPARTMENT 


WASHINGTON July 10,1911 


OFFICE OF 

SUPERVISING ARCHITECT 


IN REPLYING QUOTE 
UPPER INITIAU RIGHT-HAND CORNER 



Custodian 

U. S. Mint, 

Denver, Colorado, 

Sir; 

Referring to your letter of June 29,1911, sulDmitting 
a record of the final delivery of coal to the Mint Building, 
Denver, Colorado, for the fiscal year 1911, you are informed 
that in future the work of computing prices, etc., from the 
analyses will he taken over by the office of the Director of 
the Mint, Treasury Department, and all cards and other cor¬ 
respondence regarding coal deliveries should be addressed to 
that office. 


Respectfully, 





DENV2SR, COLO. MINT. 


30406 



w 


Inclosure 1566 


TREASURY DEPARTMENT 




WASHINGTON May 18,1911, 


OFFICE OF 

SUPERVISING ARCHITECT 

IN HEPLYINQ QUOTE 
UPPER INITIAL, RIOHT-HAND CORNER 


a''- 




The Director of the Mint, 
Treasury Department, 

Sir: 


J' b 

/ 


jT V 


PT AVIAI ‘03^1 


There are inclosed herewith two copies of a report "based 
upon analyses made hy the Bureau of Mines, covering delivery of 
coal to the Mint Building, Denver, Colo,, from which a settlement 
of the account has "been arrived at, as shown "below: 


Contractor for fiscal year 1911,VWilliam E. Russell. 

Period of delivery, April 1 - 

Kind of coal. Bituminous. ^ 

(Data which should appear ver'batim in the voucher) 

Num"ber of tons, 97.417 

Contract price per ton, $4,35 

Heating value in B.t.u, per I'b. as received. 

Contract standard, 12,300 
Actual 12,215 

Price per ton corrected) to otr x a._ 

for variations in B.t.u) iSTsoo' - $4.3200 


Ash: 

Contract standard, 5 to 7^ 

Actual, 5.60^ 

Premium deduction on account of - none. 
Price pec ton corrected for 
variations in both ash and B.t.u. $4.3200 
97.417 tons at $4.3200. T.!........ 




.$420,84 
3S7. 


One copy of the report of the Bureau of Mines should* "be 
attached to the voucher when forwarded to the Department and 
the other, together with the inclosed copy of this commun-l r»n+< r. 
should be transmitted to the contractor with the request •♦■hat 
voucher be rendered in compliance therewith. ^ ^ ^ 


Respectfully, 
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Inclosure 

8284. 


TREASURY DEPARTMENT 

WASHINGTON March 7, 1911. 


OFFICE OF 

SUPERVISING ARCHITECT 

IN REPLYINQ QUOTE 
UPPER INITIAL. RIQHT'HANO CORNER 


4 


The Director of the Mint 
Treasury Departnent. 



Sir: 

There are inclosed herewith two copies of report "based upon 
analyses made by the Bureau of Mines, covering; deliverj'^ of coal to 
the Hint Building, Denver, Colo., from whicli a settlement of the ac¬ 
count has been arrived at, as shown below: 


Contractor for fiscal year 1911, William E. Russell. 
Period of delivery, January 1-31, 1911. 

Kind of coal, Bituiraincus. 


(Data which should appear verbatim in the voucher), 

Number of tons, 155.627 

Contract price per ton, 2^4.35 

Heating value in B.t.u. per lb. as received: 

Contract standard, 12,300 

Actual, 12,163 4301 

Price per ton corrected) 12.163 x > 4. 3 5. , - *443045 
for Variation in B.t.u.) 12,300 


Ash: 

Contract standard, 5 to 7 ^ 

Actual, 5.49 ^ 

Preroium Deduction on account of, none. 
Price per ton corrected for 473015 * 

variations in both ash and B.t.u., ^442948- 

155.627 tons G 4'4.2946i . 

4 3 0 15 * 

--—C-—-- 


CCq. -V-3 


One copy of the report of the Bureau of Mines should be at¬ 
tached to the voucher when forwarded to the Department, and the 
other, together with the inclosed copy of this communication, should 
be tr^smitted to the contractor v/ith the request that a voucher 
be rendered in compliance therewith. 

Respectfully, 



Supervising Architect, 
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DENVER, COLO., MINT (NEW) 


/V 



OFFICE OF 

SUPERVISING ARCHITECT 

IN REPLYINO QUOTE 
UPPER INITIAL, RIQHT'HANO CORNER 



he Director of the Mint, 
Treasury Department. 


Sir: 


TREASURY DEPARTMENT 

WASHINGTON March 30, 1911. 



There are inclosed herev/ith two copies of a report based 
upon analyses made by the Bureau of Mines, covering delivery of 
coal to the Mint Building, Denver, Colo., from which a settle¬ 
ment of the account has been arrived at, as shown below: 

Contractor for fiscal year 1911, William E. Russell. 

Period of delivery, February 1-28, 1911. 

Kind of coal. Bituminous. 

(Data which should appear verbatim in the voucher). 


Number of tons, 130.243 
Contract price per ton, $4.35 
Heating value in B.t.u. per lb. as received: 
Contract standard, 12,300 
Actual, 12,221 

Price per ton corrected) 12.221 x $4.55 z 
for variation in B.t.u.) 12,300 


$4.3221 


5 to 7 
5.32 


Ash: 

Contract standard, 

Actual, 

Premium Deduction account of. None. 

Price per ton corrected for 

variations in both ash and B.t.u., $4.3221 / 

130.243 tons @ $4.3221.$562.92 

One copjr of tne report of tne Bureau of Mines should be at- 
tached to the voucher when fo-pvarded to the Department, and the 
other, together with the inclosed copy of this"communication, 
should be transmitted to the contractor with the reqiwst that a 
voucher be rendered in compliance therewith. ^ S3 






Respectfully, 







DENVER, COLO.,MINT (NEW) 


REC. APR 1?J 1911 f/j,') 

TREASURY DEPARTMENT 



Inclosure 1449 


w 


WASHINGTON April 15,1911 


OFFICE OF 

SUPERVISING ARCHITECT 



IN REPLYING QUOTE 
UPPER INITIAL. RIQHT-HAND CORNER 


/ 


The Director of the Mint, 
Treasury Department, 



Sir: 


There are inclosed herewith two copies of a report "based 
upon analyses made hy the Bureau of Mines, covering delivery 
of coal to the Mint Building, Denver, Colo., from which a set¬ 
tlement of the account has been arrived at, as shown below: 

Contractor for fiscal year 1911, William E. Russell. 

Period of delivery, March 1 to 31,1911. 

Kind of coal, Bituminous, 


(Data which should appear verbatim in the voucher) . 

Number of tons, 168.364 

Contract price per ton, $4.35 

Heating value in B.t.u. per lb. as received: 

Contract standard, 12,300 
Actual, 12,184 

Price per ton corrected) 12.184 x $4.35 = $4.3090 

for variation in B.t.u. 12,300 

Ash: 

Contract standard, 5 to 1% 


5.67 ^ 


Actual, 


Premium or deduction on account of. None. 

Price per ton corrected for 

variations in both ash and B.t.u., $4.3090 

168.364 tons® $4.3090..$725.48 

One copy of the report of the Bureau of Mines diould 


be attached to the voucher when forwarded to the department, and 
the other, together with the inclosed copy of this communication 
should be transmitted to the contractor with the request that a * 
voucher be rendered in compliance therewith. 


Respectfully 
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TREASURY DEPARTMENT 



OFFICE OF 

DIRECTOR OF THE MINT 

IN R&PLYINQ QUOTE INITIALS 


Suporintenclent, U. 3. IUnt, 

Denvor, Colo. 


Sir: 


WASHINGTON 



I sn enclosirig herewith the report of the Bureau of Ilinos giv- 
iug its analysis of tlie 126.232 tons of coal dolivored at your insti¬ 
tution hy the northern Coal & Coke Co. from Docemhor 2nd to 26th in¬ 
clusive, and you are instructed to prepare a vouchor in favor of tSae 
above conroany in the sun of •5497.29, as follows; 

126.232 tons Bituminous Coal 

Contract price per ton, 04.09. 


Heating value in B.t.u. per Ih. as 
received; 

Contract standard, 12,200 
Actual, 11,811 

Price per ton corrected for 
variation in B.t.u.; 

11.811 X :'4.09 

12,200 = .53.9595 

Ash; Contract Standard, 4.9^ to 
Actual, 7.05^5 

Deducting on account of excess ash, 


Price per ton corrected for 

excess of ash, §3.9595 - 2^ = §3.9395 

126.232 tons at :.>.9395 = 


■>97.29 


I am also enci^sing copy of the report of aialysis to be 

^ 3 2. .^2- 


for.varded to the contractor. 



(Enclosure) 





TREASURY DEPARTMENT 


WASHINGTON 


OFFICE OF 

DIRECTOR OF THE MINT 


liarch 5, 1912, 


IN REPLYING QUOTE INITIAL# 


Superintendent, TJ, S. Hint, 



I er.i enclosing lierowith the report of the Bureau of Hines cdv 
inr^ its analysis of the 92,843 tons of coal delivered at your insti¬ 
tution hj’’ the horthorn Goal & Qohe Co, fi*oro January 4th to 24th in¬ 
clusive, and you are iiistructod to prepare a voucher in favor of the 
above conmny in tlie svan of “ 

92,843 tons Bituminous Cos 



Contract price Tier ton, ^4.09. 

Heating value in B,t.u, per Ih. as 
received: 

Contract Standard, 12,200 
Actual, 12,140 

Price per ton corrected for 
variation in B.t.u,: 


12,140 X 

12,200 


Ash: Contract Standard, 4,9,1 


Actual, 6.30; 

Ho deduction on account of ash 



^ j ouiio au 88 ^J377*86 



I m also enclosing copy of the report^f analysis to he 

j <;.i i 

forvrardod to the contractor* * 

EM^GCtflillyy j / - 


Diroctor of tho lint 


(Enclosure) 







TREASURY DEPARTMENT 



OFFICE OF 

DIRECTOR OF THE MINT 

IN REPLYINQ QUOTE INITIALS 


WASHINGTON 
April 1, 1912, 


Suporintenilont, U. S. J’int, 

Donvor, Oolo, 


Sir; 


I aci enclosing herovdth the report of the Biireau of Tines giv 
ill" its analy^sis of the 75.598 tons of coal doliverod at yom: insti¬ 
tution by the Ilorthom Coal £: Cola) Co, from Pcbr-Jiary 7tli to 29th in¬ 
clusive, and you are instructed to proparo a voucher in favor of tlio 


above conpany in tlie sm.: of v308.10, as follotro: 

75.598 tons Bituiainous Coal 

Contract price por ton, ^i4.09. 


Keating value in S.t.u. per lb. as 
received: 

Contract stajidard, 12,200 
Actual, 12,160 

Price por ton corrected for 
variation in B.t.u.: 

12,160 X '':4.09 

12,200 = .^,0765 



Ash: Contract ctajidard, 4.9;^ to 6,9,1 
Actual, 6,6^1 

IIo deduction on accotuit of ash. 





,75,590 tons at 1*4,0765 « 


an alfeo one 


OlA 


^]S08.1S 
XQ g, 2 .^ 


forvrardod to the contractor. 


enclosing copy of the report of analj-sis to bo 


Hospectfully, 



VV '1 ^ . 

Biroctor dK’^i'^^Tint 
\ ' 


(Snolosuros) 





TREASURY DEPARTMENT 



OFFIOI OF 

DIRECTOR OF THE MINT 

IN NEPLYINQ BUOTK INITIAU 


WASHINGTON 

jui:- 12, 


ri ntou'! out. 


Jlr: 


hj # ut , 

Dcnvor, 2 olo. 


I a : onclcaiiv; liow/iui t':o ro.ort of tho jxrroax'. I’l-noa jiv- 
it’C Itcj c^'al'Tjio 0:^ tho 'll.O^ .tona o-^ cop.1 Oolivoretl at --oiir iiisti- 
t.itlon 'or t’lo ;.oi t; orn Goal :: Cc3d Go. frou Jiaio 14tli to 32ncT, i 2 i- 
cln. ivo, aiicl '.’ou r^'o l2K.tr>tcto'‘i to i,x.*oi)ra-o a '^o'io'.joy in favor of t:.o 
ri^o*/o cor.Txin-' in t:u 3 s’Tn of jl58.67, a-’ follorra: 

■11.03 tone LitvcTinouu Goal 

Go:itra.ct .a ico :x‘r ton, X.09. 


I’oatin, yrluo in L'.t.n. por 1 '. ae 
rocoivod; 


Co'ntract Gta:;uard, 12,200 
-ct-aal, 11,700 

Prico Tpor ton coiToctod for 
vea'i .ticn in L. t.xx.: 
ll-fOO :: -.1.09 

1-0,200 = :';3.9-i2 



'^/On .rCvCt ot jic.aird, to C.O^j 

Actual, 9.o;I 

Do'vetIon on a^coxint of cr.ccoG aeli- 7 / 

Gorroctoil pi'ico por ton, •,'3.272 

41.03 tons at '^3.072 = '’.150.07. 

I on on^loGi'/v: 00 x 5 - of tho i^oport of aialpois to do 


foi*'./ar'.iod t tho ooiitiactor. 




TREASURY DEPARTMENT 



OFFICE OF 

DIRECTOR OF THE MINT 

m ■tn.TiM auoTE imnAU 


WASHINGTON 

13, 1 : 1 . 3 . 


fJTQ-. 1 : 






I c:. 0;:cl: ' ir.,: T-orcTrif: t:*-0 rojor- ol 'tl'-O ^x.QZ i c .anoo ^ 

iu' its c."al;,T 5 iE c-T t:.o 3?.^'2 torjs o" coal dollvorou at jo-ar 

t.iticn t ::0 '.Tc’.'S.or:' 3c.:.l .* Io'd l^t to 23t* , i::ol7 

Give, a-'V: -cu TG-o irjit-.'-.etc', -tx rt-cr-cGO vc'tcl.or in 'avor of .las 

£-..cr.-o co'.r-77i;- iu tie trii of ac follcrrs: 

G7,02 tons Sitanino-io Ck/r 1 
Contract jricc noi" ton, 

I-oatin^ value in f.t.'a. jot 1 . as 
i'ocoivG': 

Con'trac. s taj’.daril, 12,200 

.^.c’tual, Ilf 500 

I't'icc '^r ten Cvrroctod lor variation 


, t.n.: 

r '•■-.00 

12,200 




Contract Gtr^hdard, to G.9.. 


Actrmi 


6. Cfi 


::o lod ictlOn on accoimt o ' as?.. 

G7.02 to:i3 at ^d.ClG = 

I m onclooin£^ co^* oT t o von'-rt O'l. 




*0 T a 

j’mi • jL%J 

7l:-si3 to lo 


fOi ra:*dod to t:.o ccT:tract 'r 






l.os^octfull;*. 



liroctor of t:io lint 


(.W7// 






TREASURY DEPARTMENT 


WASHINGTON 


OFFICE OF 

DIRECTOR OF THE MINT 


Dec. IG, 1912 


IN REPLYINa QUOTE INITIALS 


Suporlntondont, U. S. Hint, 

Denver, Colo 


Sir: 


I an onclosinc horo\7ith the report of the Bureau of Hinos div¬ 
ine its analysis of the 153.37G tons of coal delivered at your insti¬ 
tution hy ’7. S. Russoll from Octohor 1st to 31st, inclusive, and you 
are instructed to prepare a vouchor in favor of tiie above in the sun 
of J?627.11, as follows: 

153.37G tons Bituminous Goal 

Contract prive per ton, ^-.15. 

Treating: value in B.t.u. per Ih. as 
received: 

Contract standard, 12,200 
Actual, 12,020 

Price per ton corrected for variation 
in B.t.u.: 


12.020 X -H.IS 

12,200 


$4.0887 



Ash: Contract standard 
Actual, 



ITo deduction on account of ash. 


153.37G tons ad 


153.37G tons Q.t $4.0887 



anal; 


$627.11 


rysisto ho for- 


v;ardod to the contractor. 



Director of the Hint 


(Ends.) 





TREASURY DEPARTMENT 



OFFICE OF 

DIRECTOR OF THE MINT 

IN REPLYIHQ QUOTE INITIALE 


WASHINGTON 
Oct. 1, 1912. 


Superlntondent, U. S. Hint, 

Denver, Colo. 

Sir; 

I onclosinc horowith the report of the Bureau of L'ines civ- 
inc its analysis of the 65.209 tons of coal delivered at your insti¬ 
tution hy '.7. 3. Eussell fi-om August 17th to 23rd, inclusive, and you 
are instructed to prepare a voucher in favor of tho above in the sun 
of v269.50, as follo\7s: 

65.209 tons Bituninous Coal 

Contract price per ton, iii>4.15: 

Heating value in B.t.u. per lb. as 
received: 

Contract standard, 12,200 
Actual, 12,150 

Price per ton corrected for variation 
in 3.t.u.: 

12,150 X .)4.15 y 

12,200 = .J4.1329 

Ash: Contract standard, 5,"a to Tfo 
Actual, 5 . 5 ;^ 

-To dediiction on account of ash. 

65.209 tons at .>1.1329 = ^269.50 

I an enclosing copy of the report of analysis to be for- 
v/arded to thp contractor. 

Respectfully, 



Director of tho Hint. 




(Ends.) 


S- 





TREASURY DEPARTMENT 



OFFICE OF 

DIRECTOR OF THE MINT 

IN REPLYINQ QUOTE INITIALS 


WASHINGTON 
T-jiy 16, 1912. 


Suporintcndont, U. 3. Hint, 

Doiwor, Colo. 


Sir: 

I an onclosinc horevrilth the report of t}io Buroax of Hinos 
in^ its analysis of tho 37.723 tons of cool delivored at your insti¬ 
tution Tjy tliQ uorlSiom Coal <*• Col^c Go. from April 12t}i to IStli, in¬ 


clusive , and you aro instructed to prepare a voucjior in favor of tho 

ahovc ccaopany in tho siua of vil5L.12, as follows: 

37.723 tons Bituninous Coal 

Contract price per ton, C^.OS. 


IIoatinG value in B.t.u. per Ih. as 


received: 

Contract standard, 12,200 
Actual, 11,950 

Price per top corrected for 
variation in B.t.u.: 

11.950 s >1.09 

12,200 = ;>1.00618 



Ash: Contract standard, 4.9f^ to 6.9,^ 
Actual, G,75/j 

ITo deduction on account of ash. 



JuAA/ 




37.723 tons at “'4.00618 . «= :?151.12 

r I iLv. also onclosinr cony of the I'oport ox anax.-'.^si 


also oncldsinG copy 
forr/ardod to the contractor. 


/ 2 - 2 -^ 


s to "bo 


Eospoctfully. 



Director of tho ICint. 


{inclocures} 







/ C ^7 ^ ^ CtereL^ 

^JAocf *•'.> 

6C 




t ^ ' 



' ^.rJL^ ,^/ 3 , /[^ 




• (2^\/(^r-tK^ ^ 2^ 2. O O 

A oy ^ 3 ^ 

/ 2, 2 0 0 
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/ ^ tTT 7 •2- ^ ^ ^ ^ 3 ~ 
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TREASURY DEPARTMENT 


WASHINGTON 


OFFICE OF 

DIRECTOR OF THE MINT 


IN REPLYINQ QUOTE INITIALS 


Ootobar 4, 191S*. 


Superintendent, U. S. Hint, 

Denrer, Colorado. 

Sir: 

I am enoloalng herewith the report of the Bureau 
of Mines on the analysis of ooal samples t^n the basis 
of whioh please make payment of the account of William 
B. Bussell, the oontraotor. 


BO BX>eot fully. 



Blreotor of the Mint 



Xr2.o<DO 


f 






/ 2., “S-oO 
/ 2l / 6 o 


'^97 ^^7 

- (3trYJ>*^-' ftrU^ P4-. I ^ 

IduU^ atJL^ 'a^ ‘^. U- '^' 

^ CgW^v-ilul^ ^ a>uJ<i flcO) 

t^\ ^ a y OA^.^t-^IxMA-’ t^r}^ iA. t 

.X.'^^J.C.. _ /af-, ,y „ 

IX, xoc ^ *t:1^<oH- 

Cl<yk^jue_ , <S. 3 /o 

GJLaCa^ “ /VV-ft-Vlp— 

97’ ■^97 ,/ 4o3.i8 

(X-omA, 3 Q -H-, is 


fM<L‘ 


? 





OtAA'iw^ ,Aa/1'u2^ =^-/ 2 .-/ 3 . 







TREASURY DEPARTMENT 



OFFICE OF 

DIRECTOR OF THE MINT 

IN REPLYINQ QUOTE INITIALS 


WASHINGTON ^pril 7 


Superintendent, U. S. iiint, 

Denver, Colorado. 


SirJ 


I an enoloaing herev/ith the -report of the Bureau 
of nines on deliveries of coal February 17-27. ""lease 
cauee this account to be settled according to the 
analysis. 


Bospectfully, 

A ^ 

Director of the Hint 








, 1913. 









~^avu^r-c^.^ 4* j^rv L^xi^ ^ /-^ 

/l~aJ^ULSL .\.KKyf^ . 

(X/^ O-SftcxA/'Ci ,‘ 

6 uvi;u..Aj 2 _ 


I 2 , 2 . oo 






--- 






(@9 


I 2- .•2/0 X ^Jh.lS- '^ 


■ t 


■^. j 7 3 s 


) 2, 22 o o 

CX/y^ C2^wX~o-^ syf, hy% 

o\A. cy^^.xuj-u\y\jA--^b^ cxyr^- _ C\\^j< a^ 



^cj.qys- t'^c^i^jj.^ 



i 


ly' 3^- 

/ 37^ ctV 

3 3^^ . o 


j/ 


CamjJ- 


i 
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Treasury Department 

OFFICE OF 

DIRECTOR OF THE MINT 

Washington, Slay 3, 1813. 


Super intender.t, U. 3. liint, 

Denver, Colorado. 

Sir: 

I am enclosing herewith the report of the Bureau 
of nines on the coal delivered to your institution in 
Ilarch, 1913, upon the basis of which you are authorised 
to settle the account for the same. 

Respectfully, 


Director of the liint 



1 00. 64 

G^y\yf>-efu^ ^rY\ ^ 4 . * 




'K^u, (TtL^JLKSL 

^>£<-txyo-c& .• 

Cte/hjLsuL^ 


^ZLOO O 

i 3 ^ * ^-0-v 




J 2 , :xo o 
/ 2 22 O 


/^ ■ L f 

f /YuCA. WjIa I 4 



Q.^oorr-t.iXi^ 

iC 

12 220 K ’>h d ^ 

—u---— _ /^,)SGZ ^ 


Ul^y)A.^4xddA^JUt^ ■<>u 

H 


12, 20 0 



CU/yJyy~ojiiA (Xdb ciuCh 

f^:^^2nA~cZAittAA^ ( 5 ia . 

) O O . <^ jj_ Am^^juh ^ cma>o ^ -^* / S ~ *^1 8. 3 ^-f" 
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OFFICE OF 

DIRECTOR OF THE MINT 

IN RCPLYINQ QUOTE INITIALS 


TREASURY DEPARTMENT 

N 

WASHINGTON Itoy 20, 1913 


Superintendent, U. 3. Hint, 
Denver, Colorado* 


Sir: 


I am enclosing herewith the report of the 
Bureaxi of Hines upon the coal delivered to your 
institution April 28-30, upon the basis of which 
you are authorized to make payment for the same. 

flespectfully. 



Director of the Mint 



TREASURY DEPARTMENT 



OFFICE OF 

DIRECTOR OF THE MINT 

IN RCPLYINQ QUOTE INITIALS 


WASHINGTON 

Jar*. 9, 1913. 


JuTjorintendont, U. J. Hint, 

Denver, Colo. 


oir; 


I ar* enclosing horevdth the report of the riiroaii of Hines £:iv- 
in£; its analysis of the 70.57 tons of coal dolivero''' at j/ovir insti¬ 
tution 'by :7. 3. Pussoll fron Hcvon'bcr 22nd to 23th, inclusive, and 


you are instructed to ni’oparo a vouchor 


in :^nvor of the above in the 


suii of v2f9.02, as follows: 

70.57 tons Biturr.inous Coal 
Contract price, .>1.15; 

Keatinc value in B.t.u. per Ih. as 
received; 

Co nt ract s tand ard, 12,200 

Actual, 12,040 

Price per ton corrected for variation 
in 5.t.u.; 

12.040 X .H.15 

12,200 = -^.0955 

Ash: Contract standard, 5,1 to 7l 
Actual, g'.o,1 

Ho deduction for ash. 



y' 70.57 tons at ..4.0955 

p£U^/)/yyt/^ Ol^K 

I 322 enclosing: copy of the 
v/ardod to the contractor. 


.;2G9.02 
26(3. Sy 


3?eport d^TaSialysis to to for- 
ZS-.Jf-’Sr 



S- 


(Hncl.' 




TREASURY DEPARTMENT 



OFFICE OF 

DIRECTOR OF THE MINT 

IN REFLYlHa QUOTE INITIALS 


WASHINGTON 
Jjci. 20, 1013. 


Suporintondont, U. 3. Hint, 

jjenvor, Colo. 


oir: 


//4 


I an onclosirif; here'.Tith tho report of t?io rurean of lanos £;iv- 
i^-ia its analvsis of the 37.72 tons of coal delivered at ^oui- insti- 
t'-ition 77. J. I^assell from Dccen'bor 2nd to 3rd, incl’osive, and j’ou 
are instracted to prepare a vouchor in favor of the ahovo in the sun 


of vl52.96, as follov.’s: 


JO 


SLOOO 


N 


37.72 tons Bituminous Coal 

Contract price x>er ton, .^4.15. 


\ 




Heatinc value in B.t.u. per Ih. as 
received: 

Contract standard, 12,200 
Actual, 11,900 

Price per ton corrected for variation 
in B.t.u.; 

11,900 X ■A,15 / 

12,200 » ->1.0751 


Ash: Contract standard, 5,o to 7,j 
..ctual, 7.G;1 

Deduction account oncoss ash, -2j^ 



Price per ton corrected for o::cess 


/ 




ash, >1.0751 less = .;4.0551. 

37.72 tons at >4.0551 = .;:152.96 

I a::: onclosinc copp of the report of anal:,-sis to le for¬ 
warder" to the contractor. 






OfFlOK OF 

DIRECTOR OF THE MINT 

IN FIFLYINQ QUOTE INITIALS 


V 


TREASURY DEPARTMENT 

WASHINGTON 

Febraary 2G, 1913. 


3uperiritondont, U. 3. Hint, 

Donvor, Colo. 


3ir: 

I on onclosin" horov/ith the rq)ort of the Bureau of i.ines 
luf: its analysis of the 05.357 tons of coal doliTorod at your insti¬ 
tution by ^7. 3. Bussell fron January 15th to 30th, inclusive, and you 
are instructed to prepare a vouchor in favor of the above in the sum 
of v 353.0C, as follows: 

65.357 tons Bituminous Coal 

Contract price, v-4.15 per ton: 

Hoatinf; value in B.t.u. per lb. as 
roco ivod: 

Contract standard, 12,200 
Actual, 12,160 

Price x*^r ton corrected for variation 

in B. t .u •: 

12.160 X -.^.15 

12,200 = .>4.1363 




Ash: Contract standard, 5^ to 7,3 

Actual, 5.0,9 

IIo deduction on account of ash. 




^2 53•OS 


GD.^7 tol^ ftt ^ 

I of for- 


v/ardod to the contractor. 


Beapoctfully, 





1 

60 

I 

n 


Director of the I'int. 


s. 


(:;nol.) 
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DEPARTMENT OF THE INTERIOR 

BUREAU OF MINES 


Diroctor of Iliata, 

D«C« 


WASHINGTON 

Pebraaiy 20, 13 ^^* 


Sir: 


T _ 124.*329 biJi^rdnoTT? 

In reference to the_tons of-„^4_ 



Certified; 



Engineer in charge 
Fuel Inspection. 


Respectfully, 

7ar. :i. HA£nxii& 


0—2402 Assistant ¥i5^'he Director. 
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DEPARTMENT OF THE INTERIOR 

BUREAU OF MINES 

WASHINGTON 


ii^rCQ xO, j.5xb. 


Director of ^.iuts, 

yashinf^oxi, L, C. 


Sir: 

In reference to the M. — tons of .. 

coal delivered on your contract No-l-i and your order 

No... to the. X* * 1-l g J; . ^ QQ_l_Qjt.^ 

-, 191 4; by_ 

The analysis of the sample of^^cjMS^Nreceived by^ 

Mines is as f#ll»ws: 



Bureau of 




DRY COAL 

Moisture . 

Volatile matter . ir—f- 

1 \ 

Fixed carbon .. V \ 

)) 

4?-l 

.9 

7*0"^ 

Ash .. 


Total/ A . 


ICK'.O 

•70 

1304.0 

Sulphur . M 1 

British th0«rmal=®efntar 

lijSo ' 


This information is for the use of the Government and the dealer or operator furnishin-^ the eoal Tt i , 

until it is published by the United States Government. ^or ruruisiiin, the coal. It is conddential 


Remarks 


Certified: 



Engineer in charge 
Fuel Inspection. 


Respectfully, 

7A!I. II. UH’ilKC 

6—2402 Assist ant Director 






















































FORM 6433 
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I 

Weslin^house 


L M. CARGO, 

District Manager 


IN REPLY PLEASE ADDRESS THE COMPANY 


AND REFER TO. 


1.-7221 


♦ 


Electric & Manufacturing Company 

Works, East Pittsburgh,Pa. 


GAS & ELECTRIC BUILDING, 

DENVER, COL. 

June 11, 1912. 


Mr. Prank M. Dovraer, Supt., 
United States Hint, 
JJenver, Go 1 o. 


Dear sir: - 
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V/g are attaching hereto copy of our Proposal 
and Specification of June 10, 1912. 


Yours truly. 





(i. J. Cw, 


Jime 10, 191E* 


Mr. Prank M. Downer, „ „ ^ 

Snpt. of mnt of United 
Denver, Colo. 


States, 


Dear Sir: - 

cations with the exception of the follow.ng. 

on rage S. n^^^sSy 

fo"? feaLt^nof EEO°,^?“oircuit to out tMa voltage 

do^ to 110 volts for enoitation. 

On ?af?e 3, under heading "CapacityV "tke 
un T /p XT v7 *. This was figured on the 

A.C. Generator will he 3" l/'^ ^ 

basis of 1350 amperes at 25 volts. 

On I’ago 4, under Heading "BruBhos'; our speolfioations 

are aa ^ Cfa t™' 

On Paae 4 under heading "Brush. Rigging”, we propose 
•f-ft -fif-mTqh our standard type of hrusli-holder con^ruction, as 
rt° 0 TO“n ^g“2 of our Sootion leaflot fE571, copy of which we 
are attaching hereto. 

' ’ On Page 4, under heading "Heating", in o^ proposal it 
has heen necessary to change the temperature guarontoos as fol- 

" "lEnedlately after the above ten hour run “overbad 
pc(?^ rn 11 h e carried for one hour and tem^'eraoures 
fliatelv after the one hour run at 25^0 overload must show that e 
diate y „.r»Tr novt of either motor or generators, as measured 

^f?Se™ter "■^li^ot he morrSf 65 defrees C. above the sur- 
rou^!^ “rfthreof. overload to be carried without injurious 

Sparking." 

n„ Ware 4 under heading "Efficiency", we have only 

vlven vou tho effioi^oy at full load amperes and voltage, on ao- 
given you uno Being variable voltage, and we were unable to 

X you tho emSenciL It fractional loads, due to the fact that 
the specifications were not quite clear in 


sir. Dcrmor fZ 


6/lO/lZ 


this ro0/dot, ae thoy do not state how It is dosirad to havo 
thoao offlclonoioB gl^o^* 

Oa i^^age 5» undor hoading "Base i'lato”, tho pro:.oaod 
aotor-^onorator set apon whidi t/o ore quoting will have two 
pedootal type hearings and <mo bracket typo bearing. 

On .^age 5, under heading "Ihrafflass Regal rod*% we are 
not submitting with our jsroposal drawings lowing tho detailed 
construction of our motor generator sot. ?h« approrlnate dl- 
menslons are as follows: - 


Lengtai .9* C" 

Height .4* S’’ 

Bod-plate .5” 2 8’ lO’’. 


?0 Tsyi STVITCHBOAHI) 3?HCI^CA"I ns. 

Q are not quoting on flash typo lllunlnatod dial 
stetion pattern annetors and voltmetoav o® those are rnado 
only for direct current. The meters are inade of the flush 
type but not llltuninatod dial for A.C. olreuits. 

are unablo to famish a hot wire arcKiter as they 
are not r»de in this slso. v o accordingly propose to fiimish 
a motor whloh will read the square root of the aeon square 
A. 3. current- 

Indicating station anseter will, bo 000 aaproa instead 
of 200, as load on tho motor will be GOO aaporos. 

Circuit Breakers: 

V o propose to famish our typo ’’C" lanlnatod brush 
broalvor. Instead of ttie I. T. E, breaker as opeclffod. 

'0 nro attaching hero to ®,7itohbonrd spoolflcationo and 
a blue or in showing tho profx^u method or arranglne the In- 
struaents. 


Yours very truly, 

AKSTIUCffiOUSv: " LFCTRIC d itrc. CO, 

By 


>0 

KI?CI 







SPECIPICATIOU FOR FURUISHIEG MD INSTALLING A 40 K#W. MOTOR 
GENERATOR SET COMPLETE V/ITH SWITCH 'BOARD, AT THE U. S. MINT 

BUILDING, DENVER, COLORADO. 


MINT OE THE UNITED STATES, DENVER, COLORADO, May 18, 1 9 12 

Sealed proposals will be received at the office of the Superintendent 
of the Mint, Denver, Colo., unti l 2 o»cloc k P.M. . on the 

- - oi* June 1 9 12 ^ and then opened, for furnishing 

and installing a 40 K.W. motor—generator set, complete with switch 
board, at the U. S. Mint Building, Denver, Colo# 

« 

PranJk M. Dovmer. 


SUPERINTENDENT 









gpEClPICA-TIOH FOR ?URHISHI$IG AHD INSTALLING A 40 K.W. MOTOR- 
GENERATOR SET AT THE U. S. MINT BUILDING, DENVER, COLORADO 


GENERAL CONDITIONS. 

form OF PROPOSAL AND SIGNATURE; Proposal must Be made on pe Blank 

forms hereto attached, inclosdd in sealed envelopes “^rked "Proposal 

for furnishing 2 40 K.V. motor-generator set for the U.S. M^t Buildi^, 

Denver, Colo." and addressed to tlie Superintendent of the Mint, Denwr^ 

Colo., stating in writing and figures (without interlineation, ^teraa 

tion, or erasure) the sums of money for which the 

supply the material and perform the work required By 

tion, and the time within which he proposes to °0“P^®^®^J;^® 

proposal must Be signed with the full name and address of t^ * 

if a copartnership, the copartnership name By a memBer of 

with the names and addresses in full of each memBer, and if a 

tion, By an officer in the corporate najM, with the 

tached to such signature. No telegraphic proposals or 

ifications of proposals will Be considered. Proposals received after 

the time advertised for the opening will Be returned unopened. 

CERTIFIED CHECK: Each Bidder must BuBmit with his proposal a certified 

oSck ™ fX eqSl tc 2 per cent of ;ie XV?eVltl?ee 

drawn to the order of the Treasurer of .he United States, and tne p 

ceeds of said check shall Become the porperty of the f*J“®®’ 

for anv reason whatever, the Bidder, after the opening of th nii 

withdraws from the competition, or refuses to execute t^ contract and 
Bond required in the event of said contract Bei^ awarded to h^. 

BUcL%sm Bidder. 

S^CONT^CTO^: JLogSLStTorwSrMepS^ 

ISSicie^ s;S.etiel’'’with^Ldltiinal*^WleStiorthat SSch contractor 

Ss 0 ? LbSr tevo” ri^it Of action on Bald bond, In the name of th. 
United States, for their iise. 

•PAETTP*? IN INTEREST: Ho officer in the Treasury Department, 

way co^tid dth this Department, shall Be interested, either 
^ in the contract or work herein provided for, or 

V fn anv Benefit derived therefromj ind any voilation of this 

^Sde?B^lidU bS^^X rr“a forfriture of aXl’moneyB which may beoom. 
due to the successful Bidder. 

rights reserves: The mater^lB 

ooSpen^Bney’jr^MponBibiXity of bidderB will receive eoneider- 

*“°"Thf?l®hrirreL?^ertfialye a^y informalities in. and to reject 
any aS Jl pfopoealB. - - 

protection of work and »ai®i^: 

?0 ^tH fmal inspection, 

tests, acceptance and final payment has Been made. 
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IfOBIPlCATIONS. The Superintendent of the Mint reserves the right to make 
&ny additions to, omissions from or chajiges in the work and materials 
called for in this specification without notice to the surety or sure¬ 
ties on the "bond given to secure satisfactory compliance with the 
terns of tills contract. 

DELAYS. Each bidder must submit his proposal with the distinct imder- 
standing that, in case of its acceptance, time for the completion of 
the work shall be considered as the essence of the contract, and that 
for the cost of all extra inspection, and for all amounts paid for 
rents, salaries of contingent force, and other expenses entailed upon 
the Government by delay in completing the contract, the imited States 
shall be entitled to the fixed sum of TWENTY dollars ($20,00) as liq¬ 
uidated damages computed estimated, and agreed upon, for each and every 
day's delay not caused by the limited States. PROVIDED, however, that 
the collection of said sum may, in the discretion of the Secretary, be 
waived in whole or in part, and that the contractor is to be entitled 
to one da’^ in addition to said stipulated time, for each day's delay 
that may bo caused by the Government. 

PROPOSALS: proposals must be based on this specification, and must in¬ 
clude everything necessary to complete the work in every detail. 

TIME TO COMPLETE: Bidders must state in their proposals, the number of 
days, (Siandays and legal holidays not included) tliey would require 
after award of contract, to deliver and install in place, the apparatus 
complete and ready for service, 

GUARANTEE: The successful bidder will be required to execute a forsial 
contract and bond, such contract and bond to guarantee each ind every 
part of the work there under, and require the contractor to remedy at 
his own expense, all defects which may develop by reason of the use of 
any defective materials or workmanship. 

All questions as to the satisfactory completion of the contract 
and the defects necessary to b»- remedied, -.re to be determined by the 
Superintendent of the Mint, or hu authorized representative, 

MATERIALS, ETC.: The materials supplied under this contract, must in 
eadh case be of the best class and grade found in the market, and 
strictly in accordance with tlie specification. 

ACCEPTANCE: The acceptance by the Superintendent of the Mint, of any 
appliance or material, named in the proposal sheet or submitted by the 
contractor, is to be understood as an acceptance of the same only upon 
its conforming to the specification requirements in relation thereto, 
and not as an absolute acceptance of the article without respect to 
the requirements of the specification. 

PATENT RIGHTS: If any part of the material or appliances proposed to be 
furnished by the bidder, is covered by the claims or patents of whatso¬ 
ever nature of other parties, the contractor porposing to use such ap¬ 
pliances, will be required to pay all royalties therefore. The Govern¬ 
ment will not recognize any demand, etc,, brought by any one on account 
of claims for infringement of patents, but will hold the contractor and 
his bondmen strictly responsible for any delays or any cost resulting 
from his failure to fully protect the Government against all patent rights 

DRAWINGS: The successful bidder will be required to submit for approval 
to the Suporlntendent 

tl^n^^Drawlngs must be furnished in triplicate, to be blue prints, and 
must be approved before the execution of the work to ifliich they rel te. 

The approval of the Superintendent, or his representative, of any draw¬ 
ings submitted, must be understood to be for general arrangenen only, 
a. this office assimea no roaponalblllty for detaUs of oonatruotion. 
dimensions, etc. * 
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Toate* Suporintendent of the Hint will cauae auch testa to bo made 

as are required under this apecification. If tests and Inspections show 

that work or naterial are not satisfactory, tho contractor must at once 
remedy the defects, and failing to do so in what tho Superintendent of 
tho Mint considers a reasonable time, tho right io reserved to have "tho 
necessary changes, etc. nado at the contractor’s e::penBO, or to reject tho 
whole of the work absolutely. 


PA'XMEHTS: First payment of 50^ of -the contract price will "bo Y"®? 

the set is installed oomploto in the Mint: second p^^ont of bCPp ninety 

( 90 ) days after tho motor-goneratIr set is put in actual operation. 


G3HFRAL DESCRIPTIOH: This specification is intended to provide for^ 
furnishing and. jnstalling, at a place as designated in tho U.S. Mint 
Building, Denver, Colorado; ono 40 K.V7. Motor—Generator Set, designed 
and fitted as stated below. 


Ono 220 volt Direct Current Motor; Ono Direct Qiarront Generator - oO volts. 
Ono Alternating Current Generator - 25 volts; 45 periods vor BGoond., Single 
phase. The Direct Current Generator to go in series with tho Altornatlng 
Current Generator, to deliver 1550 amperes at full load at 30 volts. Alter- 
nating current generator to “bo of the revolving field type. Stationary 
armature yoke to be of hi{^ grade cast iron and nado truo to receive ^ma¬ 
ture laminations, \’fliich are also to be of best grade of annealed metal, and 
sane to bo slotted on periphery to receive armature copper bar windings. 

Field coils to bo wound on removable spools. All to bo mounted on ono 
cast iron bod plate. 


TYPE* fhe generators and motor to bo of the multipolar T)attem, to be of 
The"iatost and most efficient pattern of machinos as built by tho maker whose 

machines are accepted under this contract. . . a. 

Motor to bo shunt wound for 220 volts direct current to run at aot 
over 700 R.P.M.; no reduction by geararg allowed. ^ 

Direct current generator to be shunt wound and excited from the -Bu 

volt circuit. 


CAPACITY: The capacity of the generators will bo 40 K..\7. with 30 volts 
at full load. 

The capacity of tho motor will be such that it will drive the 
generators at the above rated output also at 50^ overload for ono hour as 
stated under heating clause. 


MAGHET FRAMES. Magnet frames must be circular in form and made of best 

quality cast iron. , , ^ , a , ^ ^ 

seats for bolt heads and nuts to be faced and heads of all 

bolts and nuts will bo case hardened. 

riold coils to be wound on removable spools; all parts of the 
winding to bo carefully insulated with materials of Ihe best quality and 
thorou^^ly tested. 


ARMATURES: The armature spiders to bo of hif^ grade cast iron and to be 
pros'^ed upon shafts and key seated. Armature laminations to be of best 
P-rade of annealed motal and same to bo slotted on periphery to rocoivo 
amaturo copper bar windings. Armature windings must be secured in 
nlace without the use of binding wire over laminations on tho body of 
fbo aimaturo and rust bo insulated from each other and from core with an 
approved material. largo ventilating spaces must bo provided through 
opidor and core and armati^p placed in porfocu. meclianiccl and electrical 


COLf-IUTATORS: 

4- o■r^^ . 


Commutators and siQoportB to be socuroly fastened to arma- 
Commutator bars ana oolloctor rings to bo of drop forgod 
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ooppor of hl(^oat oonduotlvity and finished aoouratoly to co-S®* Inou- 
lation to bo of opooially oolectod mloa of ovon thloknoso ana hardnoos. 

BRUSFIKS; Bruohos must bo of carbon for motor and direct current genera¬ 
tor, and munt liavo a oroos oootional area of not loso than ono square 
inch for ovory thirty five amporos of current. Ono extra sot of 
brushes uust bo furnisliod for motor and generators. 

BRUSH RIGGIIIG: Brush holders for direct current generator to bo of the 

box type, with flat spring bronze and heavy ribbon ooppor for carrying 
the current. All adjustments must bo made at tho brush holder stud. 

(This typo can be soon at Illnt Building) 

Motor brush holders to bo so oonstruotod that tonolon on any 
brush can bo adjusted v/lthout lifting brush from oommutator and without 
tho use of tools; also that any brush can bo removed while machine is in 
0 oration. Thoro must bo no sliding contacts between brushos and co?- 
por conductors that connect tho brush holders. 

Tho brush holder mechanism to bo carried by brackets projecting 
from a ring concentric with tho field and fitted so that tho position of all 
brushos may bo adjusted by moans of a hand wheel placod on tho side of 
motor and gonorators. 

HilATIlIG: (Tills paragraph will be reproduced on proposal shoots and bidders 
must fill In blank spaces, on proposal shoots, otherwise bid will not bo 
oonsidorod) 


Both field rheostats and brushos to be sot at boginning of tost 
and undisturbed throughout boating tost runs; runs to bo as follows: - 
Both gonorators and motor must carry tho full rated output of tho genera¬ 
tors for a period of ton hours continuous run and tomperaturos taken Immo- 
diatoly after above mentioned run must show that tho tomporaturo of no 
part of olthor machine, as measured by thormomoter, shlolded by cotton 
waste, will rise moro than dogroos C. above that of the air sur¬ 
rounding tho machines. limbediatoly after the abovo ten hour run on 

overload of bOp will bo carried for ono hour and temperatures token imme- 
diatoly after tho ono hour run at 60^ overload must show that tho tompor- 
ature of any part of olthor motor or generators, as measured by thormomoter, 
will not bo moro than do groos C. abovo the surrounding air; tho 50^ 
overload to bo aarriod v/ithout injurious sparking. ' 


IIISULATIOH : Tho insulation between tho field colls and magnet frames and 
bet'woon armature windings and armature cores must stand an insulating 
tost of 2000 volts alternating curront, for 60 seconds. 

Tho frame of each machine must liave an Insulation roaistance 
botv;eon the field colls, armature and brushes, of not loss than one megohm, 

EPPICIEnCY: (This paragraph will bo reproduced on proposal sheets and 
bidders must fill in blank spaces, on proposal sheet, otherwise bids will 
not be oonsidorod. 

Tho oommoroial offioioncios of tho gonorators, also motor, 
when hot shall not bo loss than tho following; - 

Motor Generator (D.C.) Generator { A.C.) 


1 /C Ii 08 L d 

1/4 load _ 
Ivor. Load 
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p-pmrTAmTr^M CiV GENERATORS: Tho fields of tiie eo^oratoM to bo oh^t wound 

e^eoa 

PTHTSH* JlQOlilJios 'boari^igo* podGstalo and baoo plato ciaai/ ^ ^ 

nnfah aa auM^ by tho ^Shf^^horo nlll 

aoooptod. Each iiaohino to bo provided ^mo plo -jmoros and the 

ho plaood tho mhor'B naao, tho rated output In volts and amporos. anu une 

nonaol spood in revolutions per minute* 

v'R'Piif'TT'P’^ ETC • TTio i!iotor**poiiorator sot must be suppl* ed vritb a - 

3 ™mch?^o fiSShoraMiohod, case ^«^^ened wrenches also^euch 
special eye bolts, otc. as are for romo;rtng or erect^ fe mounted 

different parts of the machines. .Trenches for all machines 

in a finished case. 

■RA<^'^ PLATE* There sliall be six bearing pedestals mounted on a common base 
piate ^rfirmS bolted thereto. Base plate to be of heavy and appr^od 
of best a^mlity cast iron end drilled for the proper number cf 
holding dmvn bolt^ Lchinos to be connected by noiseless couplings. 

SHOP TEST* The regulation, guaranteed efficiency, heating effect ^d 
T^SnlRtlon rosi^^le shall be determined by actual shop test in the 
pres^L of the Superintendent's authorized inspector, who slmll douor. ino 
test conditions. Tlio tests to bo made at tho shops whore the motor-gon- 
e^ltofSt irconstructed, upon duo notification by contractors of their 

readiness to commence said tests, and at sLorlnteSdont*^ ’ 

except traveling end other necessary expenses of ^^®. f 

agents. Should the tost bo delayed or require repetition, the cost of 
the delayed, or any subsequent test, including the ot or 

necessary e::q>onsGS of the Superintendent's agents, shall 5® ^^® ®f 
pense of tho contractor, and be deducted, upon proper certification to 
the accounting officer, from any monoy duo them upon ^^® 

All apparatus and testing instruments and all J^Bor, etc. 
as roouired by tho Superintondont's authorized inspector, snail be furn- 
i^ed^by the contractor free of cost to tho Goverrmont. 

gg-posTATS ETC. The direct current and alternating current genoratoi'S 
must bo supplied with a field rheostat of adequate capacity and of ^ 
aperovod design, rheostat to be back of board mooting pattern and to bo 
fitted with all necessary bolts and attachments for connecting 
svTltchboard, also dial plate, pointer and hand wheel on front of board. 

Dial plate, index pointer and hand wheel to have a dead black^fini^. 
Rheostat must be capable of regulating the voltage from 5 to pO volts on 
the D.C. generator by increments of increase of voltage not oxcoedi^ on 
volt por step. Rheostat for tho A.C. generator to have a range from 5 to 

35 volts f/“Spplioa'’wItf a^atartl^ and auto»xtio no-voltago 

rol aaing rheostat of approved dealEH and neke. 

riT 7 A'"TTiaa HEOTTIRED* T’'roG blue priuta of the completo ciotor-geuorator 

rMulr^if tho Buooessful bidder and most bo approved in nritine 
bfthrSuplrtotLL o/tto lilnt, before tho sot ia nado up ready for 

teat at the ^ goalo toauing 

aYmo-inr detaiU- oonoVmo-fcion of tho sot thiat -d-o proposdd to be fUiUliBhOd, 

and ■having Shown thereon the floor space required, length of bearings, size 
of shafts, style of flexible couplings, diameter and width of face of 
ooamitaiuJTa, bi-ush rigging arr^gemont and approximate weight of main parts 
of set. 


for any reason for jhloh the contractor is justly responsible. 
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BOXTUG, sailPPIHO, ETC. Tho motor-gonorator Dot to "bo tightly hoxod and 
TToll protoctod from action of tho woathor. 

It lo dooirod that the oomploto sot with base be ahlpped ao 
one plooo, well boxed and eklddod. If tho oot lo ohlppod In ooctlone tho 
Duoooosfal bidder v.’lll oroct tho oot roady for '•iinnlng, at hio own ex- 
ponoo and start tho oot In actual operation. 

Attention lo called to tho fact that tho ouccoosful bidder 
will bo roquirod to deliver tho oot In any room as dooignotod, of tho 
Denver Hint Building. 

All freight, cartage chargoo, otc. to bo paid by tho contractor. 

GEHE'vAI CT.AUSEF: Tho contractor furnlohlng tho raachinoc accoptofl undor 

this spoolfloat!on, must guarantee tho motor~goncrator oot complete In 
every lart ond detail, to bo of proper mtorlal, correct proportion and 
flrot-claos worknanohlp, and must further agree to replace at his own oy- 
ponso any part or parts, which may prove dcfoctivo in material or othorwlso, 
within one year from date of starting tho mo tor-generator oot In actual 
oporatlon. 

rroposalo for fumiohing and Installing tho above doocribod 
sot will bo rocoivod from agents for or manufacturers of motors and gonorators 
only, arid must bo In one sum for the v/holo of the work Included in tho above 
specification, and also In specification for switchboard which Is attached 
hereto. 

Proposals for only portions of the work will not bo considered. 


i'rank M. Downer, 
Suporlntondont, U. S. Hint, 
Denver, Colorado. 


SPICIFICATIOH FOR FURUISHIUG AUD I1JS!CALLIIG OHn TVO PAITEI SnTITCH 
BOARJ) FOR 40 ET UOTOR GENERATOR SET, at U. 3. MINT BUILDING, DENVER, COLO 


Board to "be of acid proof stono, highly polished, with 
hovolod edges and not loss than 2 l/2” thick* 

Thoro aro to he inonntod on hoard, the follovving insti-umonts: 

ON INSTRUMENT PANEL: Ono Station Pattern Illxuninatod Dial 

Voltmeter for diroot current, having fall scale divisions reading 
to 50 volts. 

Ono Station Pattern Illtoninated Dial Voltmotor for alternating 
current, having a fall scale division reading to 50 volts maxinam 
voltage. 

Field Rheostat for E.C.; also rheostat for A.C. and A.C, field 
switch; to ho 60 amperos. 

Ono 220 volt Thomson integrating watthoar Motor connected to 
the power circait. 

One Bristol Recording Ampere Meter 2000 amperes, 

Ono Bristol Recording Voltmeter - 50 volts. 

Each to ho famished with 500 - 24 hoar charts; provided with 
damping device for flactiiating carrent; one quart of Bristol’s Record¬ 
ing Ink. 

The Power Panel to have moantod thoroon: One Direct current ampere 
meter - 2000 amperes; to have fall scale divisions. 

One hot wire anperomoter reading to 2000 amperes, with fall scale 
divisions. Tho direct current amperomotor to ho arranged in series 
with tho hot wire amporonoter; all anperemotors and voltmotoasto ho 
Illuminated Dial - Station pattern, free from orroro and having scales 
proportioned throu^oat their entire range. 

Ono round pattern indicating station amper erne tor - 200 amperes, 
oonnoctod to power circuit. 

All of tho ahovo immod instrumonts must bo dead beat calibrated 
and ad,^ustod to tho hi^^est degree of accarace ‘t’hrou^ing their work¬ 
ing range and have a dead black finish, 
flush type. 


Instruments tobc of the 
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Qno I* T. E. laninated - 2000 amporo capacity, 50 volto, double pole, 
double broab, automatic circuit breaker, designed for closing eaeh side 
of the circuit independently of the other* Both sides overload and 
reverse current* Circuit breaker adjustment from 25^ belovx, to 50^ 
above normal rating* To be dead black finish; all current carrying 
parts to bo polished copper* 

One I T E Laminated - 250 amperes capacity, 220 volt, double polo 
double break, automatic circuit breaker; both sides overload and no 
voltage. This breaker to be of the some style and typo as the 2000 
amporo breaker and to match same in size and fini^* 

One 2000 ampere, 50 volt, double-pole, double break knife switch* 

One 250 ampere, 220 volt, double-polo, double break knife switch 

All instruments must be first class in ovory respect, and of 
approved make and design. 

All busbars and copper strip connections are to be built up of 
strips not more than 1/8" in thickness, separated by air spaoos; the 
thickness of strip and number and v7idth required to mako up the nec¬ 
essary cross section. Studs and bolts of bars aro to have amide 
cross sectional area for the required conductivity, and all visible 
parts on front of switchboard, of brass, are to have a dead black 
f ini 1^1 * 

Copper strip connections are to bo of rolled, drawn or forged 
copper of 987^ conductivity and are to have cross sectional areas 
based on a current density not ozcooding 800 amporos per square inch 
at maTzinrum load, and busbars ore to be supported and insulated by 
porcelain supports* All bolted or scrowod connections with busbars. 

Terminals, owitchos, lugs, must have a clear contact bearing, 
carefully fitted, of not less than one square inch for each 180 amporos 

of current. 

All bolt holes in busbars and conductors to be slightly counter¬ 
sunk and surface of bars draw filed to romovo burrs and give head of 

bolt and nut a perfect fit. 

»*» 


All 'bus'bars, studs and cooanectlons of opposite polarity on rear of 

board, are to be spaced with a separation bet\7een nearest motal parts of 

not less than 2 l/2”. Switches must have ample metal for stiffness, 

and prevent rise in temperature of any part, of over 50 de^jreos P at 

full load; the contact surface being fitted to come to a bearing at every 

point, and so designed that not more than 100 amperes will be carried per 
bearing 

square inch of^surface. The switches should be so made that they may be 
safely opened with 60^ more current and 25f^ more voltage than normal rating. 

All connections of opposite polarity on board must have an insu¬ 
lation between oach other and the ground of not less than one megohm. 

All switches and breakers to have cup lugs clamped between lock 
nuts on breaker and switch studs. Board to have heavy angle iron frames 
supported at least 6” from floor. 

Starting rheostat for motor to be mounted on front of board; grid 
resistance to be mounted on back of board, on brackets. 

PORTABIiE IHSTRUlffiBTS: One Portable Alternating Cuirent Amperemeter 

with three shuits and three ranges on meter; to bo 100 to 500 to 1000 amperes 
frequency Drango from 15-80 cycles. 

One Portable Yoltmeter for alternating current, with three ranges; 
to bo 50 - 300 - 750; from 15 to 125 cyclos. 

These instruments must bo first-class in every rospoct. 


PROPOSAL FOR PURlflSHING A 40 Z.W. MOTOR-GEHBRATOR 
SET, COMPLETE TTITII SV/ITCHBOARD, FOR THE U. S. HIET 
BUILPIlICr, LEITTER, COIORAIX). 


Biddoro are notified that lump ^ proposals for tho entire 
vTork must ho suhnittod and tliat proposals for only portions of the 
work will not recoive consideration. Ho hid mil he considered nn- 
lesB from an agent for or maniifactiircr of motors or gonorators. 

T:ic various anonntc, names of appliances, materials, etc. on 

the proposal sheet, must ho type TTritbOn. 


June 10, 1912» 

To the Superintendent of the Mint, 

Denver, C olorado. 

Sir: - ' . 

_^ hereby propose to fumi^ complete a 40 KM, motor- 

generator BGt and deliver and install the same in tho U. S. H^nt 
Building at Denver, Colorado, in accordance with tho specifications 

for tho ahovo work, for tho sum of: 

Seven Thousand One Hundred Fifty Three a nd no/lOO (v.7.^55.00) 

Time of delivery and installation of set at building filumber 
of days after being awarded contract:) 

Two Hundred (200) days. ___ 

Bidders must fill out the following sheets, giving the trade 
name or oatalogae number and the name and address of manufacturer of^ 
each of the appliances, etc., proposed to he used, with tho understand¬ 
ing that articles named must he in acoordanoo with the specification 
requirements relative thereto and are subject to the approval of the 
SuDorint endent of th.e Mi nt.. 










REPKEUTS FROn SPEC IF I CAT I OH. 


EEATIUG: 

(Bidders V7ill fill in 1)10111: spaces "belovr, otherwise hid will 

not ho considorod.) 

Both field rheostats and hrushos to ho sot at beginning of 
tost and imdist-urhcd throuf^out heating test rons; runs to he as fol¬ 
lows : - 

Both generators and motor r.mst carry tho full rated output 
of the generators for a period of ton hours continuous run and tempera¬ 
tures taJeen immediately after above mentioned run must show that tho 
temporaturo of no part of either machine, as measured hy thermometer, 
shielded by cotton waste, will rise more tha n 40 degrees C. above that 
of tho air surrounding the machines. Imnodiatoly after tho above ton 
hour run, an overload of will be carried for one hour and temper- 
aturoo taken immediately after tho one hour run at 50^ overload must 
show that tho temperature of any pert of either motor or gonorata s, as 

measured by thermometer, v/ill not be more than _ degrees C. 

above tho surrounding air; the 50f' overload to bo carrier without 
in^nrious sparking. 

EPPICIEHOY : 

(Bidders will fill in blank spaces below, otherwise hid will 

not be considered.’) 

The commercial efficiencies of the generator^ also motor, 
when hot shall not be loos than the following; - 

Uotor Generator (B.C.) Generator (a.G.) 


Pull load 

87.75 % 78 

86.8 


5/4 load 

_^ 




1/2 load 

_^ 

_ 



1/4 load 


- - - 



Average" 


_ 






















MTA SHEET. 


IJanttfaclTurer of njachinos ffoBtlnghouse Electric & T.Tfg, Co, 


Rated capacity of motor 220 7. at 675 _^R.P.M. 

Rated capacity of gonorator (D.O.) at 675 R.P.H. 

Rated capacity of generator (A.C.) at 675 R.P.IJ. _ 

Ilalce and capacity of field rheostate Ucatiiifdionse Elec. 

Sajtable for atoTO gonorator. _ 

Make and capacity of starting rheostat Woetinghouso Elec. 


125 H.P. 
40 K.^.7. 

57 1/2 K.n. 

& Mfg. Co« 


& IlCg 


Co. 


Suitable for above motor. 


Manufacturer of CKitchboard I7c8t5nr,hou80 Elec. & Co. 


Make and capacity of instrunents on board rpstinrfiouse Elec. ^ Ilfg. Co 
Suitable for measuring current and voltage of above machine. _ 


Make of extra apparatus General Electric Company 

-Thomson T7 atthour Meter for noaoui*ing cu ront input to 

_ above motor. _ 

Weight of common base plate _ 5500 lbs . 

Approrlmato shipping uel^it of comi^lotG sot 17800 lbs. 


Signature 
Address 



East Pittsburgh , Penn»a (by) W. Tmdgian. 

DeiiTor Omoo : #106£ Oae & Elec. Bids.. ' 

llemos of Individual Members of Pirm: 


Uamo of Corporation 
Weslbinj^^ougc Elec. ^ Mfg, Co. 

Hame of President 


Hame of Secretary. 

J. C. Bennett 


Under what low corporation is 
organized. 


E. LI. Horr 
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Form P-160S Rev. 6 

Weslinghouse Electric & Manufacluring Company 

SWITCHBOARD AGREEMENT 

.GpJ^MpT, DEUVER MIKT. ESTIMTB SPEC. 21451-A 

(Purchaser’s Name) 

East Pittsburgh, Pa.. 191 ^ 

c vlu® apparatus herein deseribed shall be supplied iite^O-dmwe with information given in 

Switehboard Inquiry and Data Sheet and Panel Specifieation dated.which are attached hereto 

and made a part hereof. 

In order to prevent any misunderstanding as to the obligation of Westinghouse Electric & Manufactur¬ 
ing Company, the followmg general specifications and conditions will apply to the apparatus covered by this 
agreement, except as elsewhere expressly modified by Company’s specifications attached. 

THE COMPANY WILL FURNISH: 

(a) Switchboard apparatus: including panels and frames for panels, with provision for attaching switch- 
board end of wall braces (exclusive of wall braces); instruments and relays with their resistances, transformers 
and shunts; switches; circuit-breakers; lightning protection, etc.; as specified. 

(b) AU slabs of soapstone, or similar material forming integral parts of oil switching devices, or bases 
for switches or other apparatus where such bases are distinctly specified. 

(c) All doors for front, or ceU side, of oil circuit-breaker cells, but no other doors unless specified 

fi,;c 1 • f^se holders as may be included in the foUowing specifications unless 

this clau^ IS speaaUy mo^ed. Fuse holders and one set of fuses for instrument potential circuits are included. 

(c) EJeostat handwheels, sprockets, chain mechanisms, and idlers as called for in the following specifi- 
Ste?^spe(Sd^^^°^^^^^ themselves wiU not be furnished by the Company with the switchboard unless herein- 

THE PURCHASER WILL FURNISH; unless otherwise expressly agreed: 

(f) Foundations, floors, including beams, concrete, masonry, or woodwork, floor or wall braces (tmless 
expressly included herein), supports on or against which panels and compartments shall rest. 

floors with bushings or coverings for same unless specified below. 

(h) The Purchaser vnll supply to the Company, when requested suitable drawings of station buildinvs 
showing the location of all openmgs m walls, all ducts, and conduits, floor beams, etc., which have a bearinv 
on the proper execution of the work under tliis agreement. beanng 

Additional items to be furnished by either party to this agreement as follows: 

The Company will furnish items.2—4"*6“'18*"1.9 

The Purchaser will furnish items.9—lO-XX—21. . 

It is understood that the remaining items will not be required 

(3) Mam busapart from switAboard. (14) Connecting rods for oil cMbb^kers. 

/c\ bus-bars on smtehboard. ( 15 ) Auxiliary framework for oil circuit-breakers bus 

(5) Exciter bus-bars apart from switchboard. bars, etc oreaKers, bus- 

(6) Instrument and control wirmg on switchboard. (16) lUumhiating lamps for switchboard 

(7) Instr^ent and control wirmg apart from (17) Card holders for main circuits. 

/o\ j. 4 . j Channel iron base for panel framework 

S instrument and control wiring. (19) Main connections on rear of switchbo^d between 

(9) Mam cables to connect generators, exciters, bus-bars, switching devices shunts cZtlt 

transformers, and similar apparatus to the transformers etc ^ 

(10) “btd°“ 

bushings ia or on aoors, walls, or ti^fomero, disconnecto^LS^®;tc"™'‘ 

(12) Material for barrieis, shelves and parUtions. lightning 

Note: Explanations, if necessary, to be given under Sundries. 










< 


% 


COPPER BUS, WIRE AND CABLE CONNECTIONS nnimds 

The amounts of wire, cable, bus and connection copper specified in tlus ^ Company at the 

or feet, are estimated to be sufficient to meet the req^ements and ^ extm clmrge 

time of submitting this proposal. Provided more or less than the amo^ P 

will be made, or credit given (as the case may be) at current market prices. 


TEMPEBATXJRE 

It is understood that the following values of temperature rise will iiot be current 

apparatus not iinmersed in oil and all conductors between apparatus shall carry . ... „„xiliaries 

continously at temperature rise not exceeding 28 degrees Centigrade above the surroundmg air 
such as protective relays, internal and external meter cods, meter transformers, po en i ’ . exceed- 

devices immersed in oil, will carry their noimal full-load current contmuously at a tcmperatime nse not excee^^ 
ing 50 degrees Centigrade above the surrounding air. However, all fuses, shunts for meters, and all resistanc 
of any nature will be exempt from this temperature limit. 


DESIGN . , , . 

The attached panel specifications are subject to minor modifications by the Company at time of design 
to meet latest practice and most efficient arrangement of apparatus. If this agreement provides for the delivery 
of a switchboard to form a part of an existing installation the Company will furnish an equipment to mate as 
near as may be possible, the present instaUation. The Company reserves the nght, however, to substitute 
the latest improved devices in standard details on the switchboard in place of obsolete designs which are not in 
stock. 


RESPONSIBILITY 

The Company will not be responsible for the operation of switchboard devices specified by the Purchaser, 
not manufactured by the Company. 


DELIVERY 

The delivery of this apparatus is contingent upon receipt of complete infonnation from Purchaser necess¬ 
ary to complete the Company’s designs. Where the manufacture and shipment of the entire board are depen¬ 
dent upon Purchaser’s approval of drawings of apparatus and switchboard arrangement before assembling, 
the Company will not be responsible for delays caused by the failure of the Purchaser to give such approval 
promptly. The time required for obtaining Purchaser’s approval as well as making any changes he desires, 
will be added to the time required for delivery. 

SUNDRIES 


Give details of additional requirements, if any. 

There t7ill ho supplied separately: - 
1 - Portable type "Q” voltmeter, S#35117 yrith a double resistance; 

for 50 volts, 300 volt and 750 volt servioe, 16-125 cycles. 

1 - Portable type "PM” ammeter with 3 ranges, 100-500-1000amps, and 
portable current transformer - 15-80 cycles. 


GENERAL , 

-- There will be supplied one switchboard of 2 1/2" polished 

soapstone comprising three panels as described on pages f3 to 5 in¬ 
clusive of this specification, together with necessary frame, connections 
and details in accordance with the foregoing articles of agreement. The 
busb-^r will be made up of strips of hard drawn copper not over 1/2" thick 
separated by air spaces. All copper to be not loss than conductiv¬ 
ity and all cross sections based on a density not exceeding 800 amperes 
ner sq. maximum load. All contact STirfacos on terminals and 

lugs will be care ully fitted and have not loss than one sq, in. for each 
100 amperes of current. All will be clamped securely. All bars 

of(ppoci':e polarity will be separated from each other not loss than 
E l/2”. All switch contact surfaces will be designed in accordance with 


Page 
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All commotions 

SsrlL!^” ~‘™ 


Form P-1609 R«t. No. 


^Ves^^l^house Electric & Manufacliiring Coiiipaiw 

East Pittsbxirgh, Pa. 


PANEL SPECIFICATION 

Date.. 

For-..... 

(Cofiomer't Name) 

A tpeciflcatlon moit be filled oat for each panel except where rating and amount of apparatna la identical with other panela. 

There will be supplied. .1 .Panel.; Type. E ., Style No.... 

marked on Data Sheet as Panel No...X____ to b® for the control of 

1.—- -volt--2- wiJ?a-.(TSxiie.ra.tx>jf....4n.d-.- 

1.-v .a.xa-,l.e..- ph <taa.IL..c;,..cl.!2.- 

[Give capacity in kilowatts or hoxae-power of the circuit or apparatua controlled, with overload guarantee, also voltage, frequency 
and power factor (if known) together with name of maker of any apparatua controlled and data for complete identificatioD.] 

Each panel wiU be made up of.3.sections, the dimensions of which will be as follows: 

Upper Section.ft. gQ.in. high,..32--iR- wide and.L-lyfein. thick. 

Middle Section.—.ft..^46.Wgk,.32..in. wide and.2.r:jLX2.in. thick. 

Lower Section ft.......36.in. high,.32..in. wide and.2.rly(^in. thick. 

All front edges to have.1/.2. inch bevels. [See DetaU Cat. 3001—Section 7fl8 for atandard dimenaiona and bovela. 

Upon each of these Panels will be moimted the following apparatus: 

(Give complete identification of all apparatua, specifying capacity in amperes, volts and Type No., Style No., or (Catalogue No,, 
where these are available. Observe that the factory will require outline drawing and drilling template of all apparatua not famished by 
Westinghouae Electric & Manufacturing Comx>any.] 

Style No. or 

Item Description Catalogue No. 


1 - 1-2000jnpere 750 volt 2 pole automatic carbon break type "C* 

circuit breaker with overload ^ind reverse current release 
connected to each pole and separate closix^ aandlea but 
common trip and adjustal^e from 75 to ISO^noxml load. Trmo 
to be dead black finish. 

2 - 1-2000an?)e re type "GL" aianwter. 

3 - 1-Type "D" reverse current relay. 

4 - 2-Eheo8tat mountings only. 

5 - 1-100 anpere 2 pole S.T. 250 volt type "D* field mrltoh vlth 

discharge clips, 

6 - l-200^anpere 2 polo S.T. 2D0 volt type "D* knife switch. 


NOTE — If abow bpacb is not sufficibnt, usi extra shrbt of BLANK whitr paper. 







































Form P-1009 R*t, No. If 


\Veslinyhou8e Electric & Manufacluriny Company 

East Pittsburgh, Pa. 


PANEL SPECIFICATION 


Date..-.-Ja,3r....2fl..-191.2 


For_.2D.ejXTfir....-iint4L...—.. 

(Ctaitomer'i Name) 

A ipeclflcation mtut be filled out for each panel except where rating and amount ©f apparatui la identical with other panala. 

There will be supplied. 1 .Panel .; Type.., Style No. 

marked on Data Sheet as Panel No.... to be used for the control of 

. . - . . .. 


[Give capacity in IdlowatU or horae-powcr of the circuit or apparatua controlled, with overload guarantee, alao voltage, frequency 
and power factor (if known) together with name of maker of any apparatua controlled and data for complete identification.] 

Each panel will be made up of. ^ .sections, the dimensions of which will be as follows: 

Upper Section.ft..in. high,. 2&. .in. wide and....JdAl,/2-in. thick. 

Middle Section.ft..45.in. high,.S2..in. wide and.thick. 

Lower Section..fty..26i.in. high,.32...in. wide and.2s:l/2 ...in. thick. 

All front edges to have iL/.Sk, .inch bevels. [See Detail C^t. 3001 — Section 768 for atandard dimenaiona and bevela. 

Upon each of these Panels will be mounted the following apparatus: 

[Give complete identification of all apparatus, specifying capacity in amperes, volts and Typo No., Style No., or (^talogue No., 
where theae are available. Obaerve that the factory will require outline drawing and drilling template of all apparatua not furnished by 
Westinghouae Electric & Manufacturing Company.] 

Style No. or 

Item Description Catalogue No. 


1 - 1-50 volt type ■GL" lllminated dial voltsaeter 

2 - 1-jO volt type "(US* illuminated dial toI tint ter. 

3 - 1-2000 an^pore type "GM" omiacter. 

4 - 1-2000 ampere 6" Bristol recording ammeter model #653. 

5 - 1-50 volt 6" Bristol recording voltmeter model #953 

6 - 1 - 2000/5 oistpere special current tronoformor. 


!ote. that each Bristol recording laeter will be supplied 'svith 
500-24 hour charts tuid metera will be provided with damping device 
to prevent fluctuations in current from affectlxig the needle. One 
quart of Bristol recording ink will be supplied. 


NOTE — If abovb space is not sufficient, usb bxtra shebt of BLANK white paper. 














































Ponn P-1600 Rtr. No. If 


^\'eslln^hou8e Electric & Manufacturing Company 

East Pittsburgh, Pa. 


PANEL SPECIFICATION 

Date.....191.. 

For_...... 

(CuBtomer'a Name) 

A ■pecificatioD mnat be &lled oot for each panel except where rating and amount of apparatus is identical with other panels. 

There will be supplied.X.Panel.; Type.JS.-.. Style No. 

marked on Data Sheet as Panel No..3.. to be used for the control of 

........ 


[Give capacity in kilowatts or horse-power of the circuit or apparatus controlled, with overload guarantee, also voltage, frequency 
and power factor (if known) together with name of maker of any apparatus controlled and data for complete identification.] 

Each panel will be made up of.5..sections, the dimensions of which will be as follows: 

Upper Section.ft. .S.Q. .in. high,...in. wide and.....?“.“A?.....in. thick. 

Middle Section.ft. .4.5 .in. high,..in. wide and.....?.“.ii^....in. thick. 

Lower Section.ft. .2.6 .in. high,. .5.2 .in. wide and.....~r..r/..?.....in. thick. 

All front edges to have..inch bevels. [See Detail Cat. SOOl—Section 768 for standard dimensions and bevels. 

Upon each of these Panels will be mounted the following apparatus: 


[Give complete identification of all apparatus, specifying capacity in amperes, volts and Type No., Style No., or Catalogue No., 
where these are available. Observe that the factory will require outline drawing and drilling template of all apparatus not furnished by 
Westinghouse Electric & Manufacturing Company.] 

Style No. or 

Item Description Catalogue No. 


1 - 600 ampere, 750 volt, 2 pole automatic carbon break 

type "C" circuit breaker with overload and no 
voltage release connected to each pole and separate 
closing handies but common trip and adjustable from 
75 to 150;ib normal load. Frame to be de^d black finish. 

2 - 1 - 800 ampere type "TL" ammeter. 

3 - 2-600 ampere S.P. S.T. 250 volt type "B” knife switches. 

4 - 1-400 ampere 4 point 250 volt motor starting switch. 

5 - 1-800 ampere 220 volt Thompson watthour meter type "CS” 


NOTE—If above space is not sufficient, use extra sheet of BLANK white paper. 



































COPY 


DENVER, COLORADOj 
SA-Tfffi 


Inspector John Howatt- 3/lO/l3. 

Report telative to operation of mechanical plant. 


MINT. 


TREASURY DEPARTf.ffiMT 

Office of Supervising Architect, March 22, 1913, 


Respectfully forwarded to the Director of the Mint for his information, 
and that Pf'^the Superintendent of the Mint at Denver, with the statement 
that this office concurs with its inspector that the plant is operated as 
economically as possible, and also concurs in all recommendations of the 
inspector. 

The reduction in current used since generating plant was closed down 
is explained in a satisfactory manner. 

Consideration will be given to competitive bids for material necessary 
to change the lighting and distribution system to 110 volts, with the under¬ 
standing that the building force will perform the work. 

Attention is invited to the inspector'i .statement relative to neces¬ 
sity of thoroughly cleaning the economizer inside and outside. 

(Signed) 0. Wendroth, 

NSTyll. Supervising Architect. 




COPY 


DENVER, COLORADO, MINT 
March 10, 1913. 


MECHANICAL PLANT. 


The Supervising Architect, 

Treasury Department, 

Washington, D. C. 


Sir: - 


As directed by letter of the 3d instant, SA-TME, I have 
visited the above nsired building and made an investigation relative 
to the operation of the mechanical plant to ascertain whether the 
plant is being run economically and whether it would be in the in¬ 
terests of economy to operate the electric generating plant again, 
submitting the following report on same. 

The following mechanics are employed at this building:- 
Two electricians; two machinists; one blacksmith; one lead 
burner; one carpenter; four firemen. With the exception of ■'^’'e 
firemen, none of the mechanics are employed in connection with 
the steam plant; three of the firemen spend all of their time 
about the boiler room and the fourth fire, an spends about one- 
third of his time there. 

There is work for ail of the above named mechanics at 
this building. It would not be advisable to employ any fewer or 
any more men than at present. 

Investigation shows that the mechanical plant is being 
operated very economically. The consumption of Electric current 
for both light and power has be'^n reduced to the lowest possible 
point under present conditions. 

220 volts is used on the lighting system, iBiaklng nec¬ 
essary the use of 220 volt tungsten lamps. The cost of lamp re¬ 
newals would be reduced were the lighting and distribution system 
changed to 110 volts; -fchis change may be done on the switchboard 
by the ELECTRICIALS at the building. 

The temperature of the boiler feed water is 195® F. at 
the point where it leaves the feed water heater, loses 20® between 
the feed water heater and the economizer, and increased 10® to 185®F 
in passing through the economizer, entering the boiler at that 
temperature. The temperature of the gases in the boiler tip-take 
is 270® F. The above indicates that the economizer is not as ef¬ 
fective asjit should be, probably due to scale on the inside of 
the tubes and soot on the outside. 

While waiting instructions on the 8th instant, I made an 
inspection of the elevators end lifts in the building. All were 
found satisfactory in every respect 'vith the exception of freisht 
lift §2 and the coin lift. Both of these lifts require new drum 
counterweight and cables as those in place have many broken wires. 


OPERATING COST DATA. 


The oper'-ting cost deta given fcelow is based upon the 
monthly records of coel and electric current consumption as kent 
in the Superintendent's office. The matter of depreciation of 
equipment has not been consid<=‘red in any instance. 

Actual cost of operating the steam and electric gen¬ 
erating plants, year July 1, 1910 to June 30, 1911. 


Coal, 1,460 tons. 

Ash removal... 

Oil, repairs, etc.,. 

Readiness to serve, M. G. set 


i 6,050 
170 
425 

, _300 

JT §,945 


Labor:- One Chief Engineer. I ’1,565 

Two Asst Engineers d ll,550. 3,100 

Four Firemen® t900 ... 3,600 

Two Electriciqnw 15't) time... 410 

Two Machinists 2^ time..^ 

I 8,730 
Total .I 15,675 


Current generated- Power..308,600 K.W.H. 

Light. 123.500 K.7.H. 

Total.432,100 K.W.H. 

Actual cost of operating the ste'.m plant and purchasing 
electric current, year August 1, 1911 to July 31, 1912. 


Coal, 711 tons ® 4.15. ^ 3,200 

Ash removal. 80 

0 ,* 1 , repairs, etc.,. • _Z£. 

I3,350 

Labors- One Firemen.^ 1,000 

Two Fire^^en, @ 1900. 1,800 

One Fireman, one-third of time. 300 

I3,100 

Current purchased:— Power,.228,000 K.W.H. © 1.8^^.t 4,104 

Light 43,400 K.W.H. @ 1 . 85 ^. 781 

I4,385 
Total.i U;335 


By compering the above figures it will be noted that the 
current consumption for light and power has been reduced over 30. 
below that used when the generating plant was being operated. This 
is accounted for as follows:- Deep well air compressor changed from 
electric to steam drive; large plenum ventilating fan not run as 


































many hours as formerly; when machines are not in use, not permitted 
0 run idle as much as formerly; arc lamps and carbon incandescent 
lamrs replaced by tungsten lamps. 

The Superintendent states that the conditions at this mint 
for the year 1911-1912 were normal, so 771 tons coal, the amount 
burned^that year may be considored as the amount required to suopiy 
live steoir. for auxiliaries, sweeps cellar, arnealing roon:, refining 
room and the heating system. A study of the records of the monthly 
consumption of coal and electric current shows that under the present 
conditions, approximately 200 tons of coal are required per year in 
providing live steam for the heating system, the exhaust from the 
auxiliaries not providing sufficient stesm for the heating of the 
building. This leaves 570 tons coal as that required per year for suppl’ 
ing live steam to the auxiliaries, sweeps cellar, annealing room and 
refining room. A further study of the records indicates that when 
the electric generating plant was being operated, after deducting 
coal used for all other purposed, 4.5 pounds of coal were burned~per 
K. W. H. generated. The current consumption for the next year will 
be increased about 40,000 K. W. H. over that for the past year, on 
account of a new system of refining by alternating current now’being 
installed. Therefore the estimated current consumption for the next 
year, usin^ the same care in the elimination of waste as in the pest 
year is 271,400 + 40,000 * 311,400 K. W. H. 

From the above dat%., the costs of operating the steam plant 
and purchasing current and operating both the stea- and electric gene¬ 
rating nlants for the next year nay be estimated. 


Estimated cost of operating the steam plant and purchasing 
current for the next year is the cost of last year + (40.000 x 1.8a() 
fll,335 + 720 = $12,055. 

When operating the electric generating plant no coal would 
be used for heating as there would be sufficient exhaust steam for 
that purpose. The coal required to operate the steam and electric 
generating plants would therefore be that required to provide steam 
for the auxiliaries, sweeps cellar, annealing room, refinery room and 
generator engines, or, 570 + 311.400 x 4.5 

2,240 


It would be necessary to maintain a service conection to the 
motor-generator set for emergency current, for which a "readiness to 
serve" charge of jJfjOO per annum would be made. 



Labor; 


One Chief Engineer. 

Two Asat, Engineers & ll,200 

Three Firemen @ ^900. 

One Fireman helper. 

Two Electricians 15“^ time... 
Two Machinists 2*1 time. 


J 1,4C0 
2,4^0 
2,7Q0 
660 
410 
55 

t 7,625 


Total estimated cost of operating steam and electric 
plants for next year:- 

Coal, 1,195 tons & $4*15. 

Ash removal. 

Oil, repairs, etc.,. 

Readiness to serve,charge 

Labor. 

Estimated cost to onorete steem plant and 

purchase oiootric current... ? 12,05 5— 

Difference.f 1,405 

The above calcul^^ons indicate that under t)e conditions 
as they will exist for the next year, it will be more economical to 
purchase current than to operate the generating plant. 

Respectfully, 

(Signed) John Howatt, 

Inspector. 


# 4,960 
125 
450 
300 
. 7.625 

il3,460 



















TREASURY DEPARTMENT, 
Office of Sup^rvisinu Ahcuitect. 

Ft»riu No. 8<»00. 

Form approved by tho Couiptrollorof 
the Treasury September 12,1U07. 

Appropriation 


FOR PURCUASfllB, AND SERVICES OTHER THAN PERSONAL. 



appropriation.) j 

THE UNITED STATER' ^ //> [S^ ' ' / 

- .>5?^ 

' C) J / r'' (Name of payee.) iT // 

: JX^ihMy--aj>^U. _ :l .. 


Note 

General Instructions 
on buck of 
3Icnioraudam. 


Address: 



Date of Delivkrt 

OR Service. 

19fif 

- l,y. — .:v -- 

tv ^ ^ ^ ITEl^ ❖-! 
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. .. Location; . 


__ Building : U. S 


READ THIS NOTE CAREFULLY. 

Voucl^r^^*^ ^^**^^*^* r<*/;i«ired. This Memorandum, for referouce purposes solely, is a subsUtute. Make a literal transcript above of the account shown on tho 

their Agouts for Public Buildings, when forwarding their accounts, will fill out the three linos below (check legend), detach the Memorandum and retain it for 

In all cases whore the Voucher is forwarded to the Department for payment the Memorandum must accompany it and must not be detached ^Vhen checks in Tmvni.*i.t 
of vouchers are received from tho Department, accompanied with the Memorandum, tho three liu»« bolow (check legend) should be filled in fo»- future reference hv rnSidinn. 
and others interested. ^ 


ADMINIS'TRATIVK ACTION. 

Account submitted for ....... 

Differences as follows: ... 


Amount alloived on voucher 


Paid by check J{o. 


by . 

(Name of disbursing ofllcer.) 



dated ., 100 , drawn on . 

., to order of Pa>yee named, above, for $ . 

Disbursing ., . 

(Clerk or agent.) (Place WereToirVt^^^^^. 




























































































Voucher JVb. 


®rpaBurg i§?|iartm^nt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 



(Name of payee, using both lines if necessary.) 


For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUNTS OF* 

S. B. JACOBS, 


(Name of disbursing officer.) 

Clerk, 

Disbursing ... 

WASfilNQTON, D. ^ 


(Place where located.) 


..., 190 

(Period for which account is rendered.) 


2—2014 


FvStved! 


Ar'hiuct 

' Mai 10 iJ" 

[ NotadI——.. 


GENERAL INSTRUCTIONS, 


1. Form and use.—This form of voucher will bo used for all expendi¬ 
tures except traveling expenses and personal services. Where an account 
is too large to bo stated on one form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of building.—State the title of the building on the lino desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

' 3. Certificates.—Vouchors received a the Department without certifi¬ 

cation will be returned. The approval black, for the signature of the 
1 Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

! 4. Briefing.—The upper briefing on the back (both voucher and memo¬ 

randum) must bo properly filled out before the voucher is transmitted to 
the Department. Whether as a separate voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher Included in 
' the abstract of a Disbursing Agent, this requirement must bo adhered to. 

I If the appropriation is unknown, leave the lino blank. For annual oppro- 
priations consult Instructions to Custodians.'’ 

5. Letters of transmittal.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 

( done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
, a brief reference to the emergency which required immediate expenditure 
should be state<l. 

• 6. Itemization.—Unless issued under a contract or accepted proposal 

' on file at the Department, or under a proposal accepted by a Custodian or 
' other officer by authority from the Department, vouchors must be itemized, 
I indicating the labor, material, and articles supplied, and the unit of price. 

' 7. Telegrams.—Charges for telegraphic service must be accompanied 

i with copies of the telegrams. 

{ 8. Reimbursements.—Vouchers covering a reimbursement for minor 

expenditures incurred must be accompanied with receipted bills. Officers 
\ and employees are not entitled to reimbursement for any expenditures 
I made from their private funds (other than for purely personal traveling 
! expenses), except under stress of urgent or unforeseen public necessity. 

I Before using their own funds, they should ascertain whether it is feasible 
I to forward vouchers to the Department for payment. The measure of 
1 the feasibility of so ihaking payment should not be their otrn convenience 
or desire. Where the stress of public necessity requires officers and em- 
ploye<‘8 to use their owm funds, the facts should be set out in the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
* signatures from certificates should bo carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart- 
i ment involving additions to or deductions from formal contracts or accepted 
1 proposals, and all revocations of prior acceptances, must be taken up in 
' chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and con not properly bo omitted. 

^ 11. Division under appropriations.—In vouchers issued under 

. contracts or accepted proposals involving a charge against two or more ap- 
i| propriations, the contract or proposal must be taken up os a whole for each 
appropriation, and separate vouchers rendered under each bead, deducting 
* from the amount of the contract or proposal in each voucher the sum or 
I; sums properly chargeable to the other items of appropriations. In this 
I manner the contract or proposal is divided under its respective heads. 


12. Final settlements.—Vouchers inNfinal settlement of contracts 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
determination of w hich rests W'ith the Secretary of the Treasury. Accepted 
[proposals, whose terms may provide a penalty for delay in execution of 
work, should be similarly treated. The completion of w’ork under such 
contracts or accepted proposals should be promptly reported to the Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being made in detail to any loss or damage sustained, 
by the United States as a result of such delay. 

■ 13. Superintendents of construction.—When issuing vouchers 

for presentation to a Disbursing Agen^'fot payment, superintendents must 
see that they are filled out and compj^^'te in every particular, cx^pting only 
' the check-legend at bottom of vomdl^^, the number, and the lower part 
I of the brief on the back. The'^ein^rtidum, which should be prepared 
! with equal care, can only be detac^pby the Disbursing Agent or at the 
Department. ^ - 

14. Disbursing agents.—These pfiicers wjll nilmlK^r their vouchers on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the order of papuent. The blanks In 
J tlie check-legend at the bottom of must be filled out by the 

• Disbursing Agent. He must mako no ^(i|pursemc^ of any kind until 
^authorized to do so by the Department, aiid,4ipon*rj^iving such authority 
should bo careful to observe that his paynientsSire made in accordance 
therewith. Under no circumstances should i^^make a payment in advance 
! for work or services of any kind. No transnmling letters are required to 
accompany his accounts. (See also note on face of mcpiorandum.) 

I 15. Architects—Tarsney Act.—Architects are required to prepare 
I and certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of the Department. 

, Their form of certification should bo as follows, written or 6Lamp<>d on the 
j face of the voucher, and signed by them as architects: Certified as to cor- 
'rectnessaud value of service pelformcd, and approval for payment in the 

[amount stated, viz, $-The approval certificate on the 

{voucher is for the signature of the Superintendent of Construction, who 
[acts as the representative of the Department. It is desirable that applica- 
Ition should be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing vouch- 
'ers, will be furnished upon request. These forms embrace the methods of 
Accounting most frequently met with in the preparation of vouchers, and a 
reference to them us a guide will save time and avoid much unnecessary 
correspondence. 




































TKEASrRY I)KI»AUTMENT, 

Ofkick of Hupmivimnu Aiuiiitect. 

F.irm No. 8G00. 

Form* upprovetl by the Comptroller of ^ h't 
the Troajiury Septoniber 12,1007. y y 

^ Appropriation:^/../. A 

THE UNITED STATES, 

To 

Addbebk: tx.O-p.lJ. 


VOUCHER FOR PIUC1JA8E8, AND SEKVICI^>i OTHER THAN PERSONAL. 


Note 

General Instructions 



,/a, /f/0. 


M9J 
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READ THIS NOTE CAREFULLY. 

Dupliraie inmchert are no longer required. This Moruomndum, for reference parpo^os solely, is a substitute. Make a literal transcript above of the account shown on the 
Voucher, 

Dlsbursinj;^ Agents for Public Buildings, when forwardbig their accounts, will fill out the three lines below (check legend), detach the Memorandum and retain it for 
their files, • 

In all cafH<e whore the Voucher is foi-wardod to the Department for jiagment the Memorandum must accompany it and must not be detached. When checks in payment 
of vouchors are rw'eived from the Department, accompanied with the Memorandum, the three lines below (chock legend) should be filled In for future reference by Cust^ians 
and others interested. 


AOMINISnPRATIVK ACTION. 

Account suhinitted for ..... 

Differences as follows: ..... 


Amount allowed on voucher 


S: 


Paul hij check J/o. 


%. 


(Name of disbiii^ng officer.) 


dated.. ., 190 , drawn on . 

., to order of Payee named above, for $ . 

Disbursing ...., . . 

(Clerk or agent,) (Place w here locoti^.) 


2—2014 


































































































Voucher J{o. 


GENERAL INSTRUCTIONS. 


Olrrasury Srpartmrnt, 

OFFICE OF SUPERVISING ARCHITECT. 



For Purchases, and Services other than Personal. 


[To be filled Id by Dlsburaiag Officer.] 
AOOOUNTS OF 


(Name of disburtiDg officer.) 

Disbursing ... 

(Clerk or agent.) 


(Place where located.) 


(Period for which account is rendered.) 


190 


m t III . . I l l , % 

TREASURY DEPARTMENT, 

■ RECEIVED. 

AUG 13 1910 

Office ofSupervisingArchitect. 



1. Form and use.—Tbia form of voucher will be used for all expendi¬ 
tures except traveling expenses and persouol services. Where an account 
is too largo to be stated on one form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of building^.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of ChistodJans is particularly called to this 
requirement. 

3. Certificates.—Vouchers received at the Department without certifi¬ 
cation will be returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the Department. Whether as a separate voucher forwarded for payment 
(in which case the number only is loft blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must bo adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult ** Instructions to Custodians.** 

6. Letters of transmittal.—Accompany all vouchers for unauthor¬ 
ized oxi>enditurea with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

6. Itemization.—I'nioss issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 

* made from their private funds (other than for purely personal traveling 

expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not be their oten convenience 
or desire. Whore the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out In the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 

f signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
‘ contracts or accepted proposals involving a charge against two or more ap- 
, propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each bead, deducting 
I from the amount of the contr; or proposal in each voucher the sum or 
' sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


12. Final settlements.—Vouchers in final settlement of contract* 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 

* determination of which rests with the Secretary of the Treasury'. Accepted 

j proposals, whose terms may provide a penalty for delay in execution of 

, work, should bo similarly treated. The completion of work under such 

' contracts or accepted proposals should bo promptly reported to the Departr 

1 ment, with a statement of account and a full explanation of the causes of 

i delay, if any, reference being made in detail to any loss or damage sustained 

I by the United States as a rerult of such delay. 

13. Saperiutendeiits of construction.—When issuing vunebera 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled out and complete in every particular, excepting ouly 
the check-legend at bottom of voucher, the number, and the lower part 
of the brief on the back. The memorandum, which "hould be prepared 
with equal care, can only be detached by the Disbursing Agent or at the 
Department. 

14. Disbursing agents.— These officers will number their vouchers on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the order of payment. The blanks in 
the chepk-legend at the bottom of the voucher must be filled out by the 
Disbursing Agent. Ho must make no disbursements of any kind until 
authorized to do so by the Department, and upon receiving such authority 
should be careful to observe that his payments are made in accordance 

I therewith. Under no circumstances should he make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (See also note on face of memorandum.) 

16. Architects—Tarsuey Act.—Architects are required to prepare 
i and certify vouchers, in payment for work done under their local super- 

! vision, in accordance with the regulations and rules of the Department. 

Their form of certification should be os follows, written or stamped on the 
face of the voucher, and signed by them as architects: ** Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, 8_.** The approval certificate on the 

voucher is for the signature of the Superintendent of Construction, who 
acts as the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchors.—Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing voueb- 
en, will be furnished upon request. These forms embrace the methods of 
accounting most frequently met with in the preparation of vouchors, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 































TUICAHIIKY DKI'AKTMKNT, 

Office of Hdfi iiviKiNtii AnriiiTF.c?T. 

N(». HOOO. 

Korin np|)n>vo.t by iho Coniptrollrtrof 
liioTiuoaury Scptombor 12, Ift07. 

Appropriation: 

THE UNITED STATES, 


VOUOUKU I'OH I’L'UCIIAHl'X, ANl) SKltVICIJ* OTIIKK THAN I'EKSONAL. 
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READ THIS NOTE CAREFULLY. 


Voncw'’"''^ “'■““"‘“dun,, for reforenco purpose, eololy, is a substitute. Make a litenU trauscript above of the account shown on tho 

their filet''"'"® '^“•'‘"“8*' "■*>«“ f«nvanil„« their accounts, will fill out the three linos below (check legend), detach the Memorandum and retain it for 


ADMINISTRATIVE ACTION. 


Account submitted for,. 
Differences as follows:.. 


Amount allowed on vouche?* 




Paid by check JVb. dMed ., WO . drawn on 

, to order of Payee named, above, for 

(Clerk or agent.) ’ .. 


. rev ... , Disbwsin^ 

(Name of rliehnreing ofttcer.) 


(Plaeo where lo<»ted. ) 
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Voucher JV’o. 


GENERAL INSTRUCTIONS. 


SpaHury ipyartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 



For Purchases, and Services other than Personal. 


[To be filled in by DisbursiDg Officer.] 
AOOOUN"rS OF=* 


(Name of diabunelDg officer.) 

Disbursing . .. 

(Clerk or agent.) 


(Place where located.) 


(Period for which ticcount ie rendered.) 


190 


TRfcAiiUny D£PAKTM£N7 
KKCEJV ■■•'1 ' 



rviAf] 16 1910 


:.1C« , 


JliiSCt. I 


1. Form and use.—This form of voucher will be u.ned for all expendi* 
tures except traveling expenses and persouiil services. Whore an account 
is too largo to be stated on one form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of building^.—State the title of the building on the line desig- 
naUd for that purpose, following it with the name of the city and State In 
which located. The attention of Custodians is particularly calle<l to this 
requirement. 

8. Certificates.—Vouchers received at the Department without certifi¬ 
cation will bo returned. The approval blank, for the signature of the 
Assistant Secrt‘tary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

A. Briefing.—The upi>er briefing on the buck (l>oth voucher and niomo- 
randum) must bo properly filled out before the voucher is transmitted to 
the Dei)artment. Whether as a si'parato voucher forwarded for payment 
(in which case the number only is loft blank) or as a voucher iucluded in 
the abstract of a Disbursing Agent, this requirement must bo adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult Instructions to Custodians.** 

6. Letters «f trausinittal.—.\ccompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received In good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

6. Itemization.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a jiroposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Tolegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8. Reimbnrseiuents.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from tbeir private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to for^vard vouchers to the Department for payment. The measure of 
the feasihility of so making payment should not be Uteir oim convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their ow n funds, the facts should be set out in the vouchors. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and doductious.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proi)Osal8, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to ho made, and can not properly bo omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charg&against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the contractor p|t>po8a{ ^ each voucher the sum or 
sums properly chargeable to the other items of appropriatioua. In this 
monner the contract or proposal is divided under its respective heads. 


I 12. Final settlements.—Vouchers in final settlement of contraebs 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may Involve the imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Accepted 
' proposals, whose terms may provide a penalty for delay in execution of 
work, should bo similarly treated. The completion of work under such 
contracts or accepted proposals should bo promptly reported to the Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, referonce being made in detail to any loss or damage sustained 
by the United States as a result of such delay. 

13. Superintendents of construction.—When issuing vouchers 
for presentation to a Disbursing Agent for {layment, superintendents must 
see that they are filled out and complete In every particular, excepting ouly 
the check-legend at bottom of vouchor, the number, and the lower |>art 
of the brief on the back. The memorandum, which should be prepared 
with equal care, can only be detached by the Disbursing Agent or at the 
Department. 

14. Disbursing; ag^ents.—These officers will number their vouchers on 
the bock, in monthly series, beginning each month with the first voucher 

1 paid (No. 1), and foliowing this in thu order of payment. The blanks iu 
the check-legend at the bottom of the voucher must bo fllletl out by the 
Disbursing Agent. He must make no disbursements of auy kind until 
authorized to do so by the Dei)artment, and upon receiving such authority 
should be careful to observe that his payments are made iu accordance 
therewith. Under no circumstances should ho make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (See also note on face of memorandum.) 

16. Architects—Tarsney Act.—Architects are required to prepare 
and certify vouchers, in payment for work done under their local super¬ 
vision, in act^ordance with the regulations and rules of the Department. 
Their form of certification should be as follows, written or stamped on the 
face of the voucher, and signed by them os architects: “Certified as to cor¬ 
rectness and value of service performed, and approval for payment iu the 

amount stated, viz, $-.*♦ The approval certificate on the 

voucher is for the signature of the Superintendent of Construction, who 
acts as the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.-Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing vouch- 
era, will be furnished ui)on request. These forms embrace the methods of 
accounting most frequently met with In the preparation of vouchers, and a 
I reference to them as a guide will save time and avoid much unnecessary 
( correspondence. 


\ 

) 
































TKEASrBV DEPARTMENT, 
OrricE or 8 up»b%imixo Abchitect. 

Form No. 8600. 

Form s^rore^l by iho Comittrollerof 
th§ TreMury 8<^tembcr 12, VjOI, 

Appropriation 


VOUCHER FOR PL iUJUAlsEii, AND SERVlCflS OTHER TDL\N PERSONAL- 


N«»te 

General Ifij»tPoctioiis 
on back uf 
3IemoraDdam. 


yault8.t..3af*s*...^d_Lpck3_for__PuiDl 1910 

(Bute full title of appropriation.) 


THE UNITED STATES. 

i To _J. M . M ossuan Coki_ _ Dr. 

(Name of payee.) 


ADDBE88: 2 3 Warren St . ^ ..Mew York C ity....M.e» .T-Orjc 

(8tre4ft and number.) (City or town.)(State.) 


Date of Delivery 

■. ■ ” 

rSTT PEJCE- 

Amouxt. 

Use 0 £nV|^Jb» 

190 9 

ITEMS. 

Dolls. 

Cts. 

Per— 

i 

Dollars. 

ClB, 


1 

2 < 

Cleaning five time locks 

10 

00 

ea 

50 

00 
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00 z 


Building: U. s. ...Miftt._ Location: .Denver^.. Colorado^. 


READ THIS NOTE CAREFULLY. 

Duplicate vouchera are no longer required. Thifl Memorandum, for reforenco puri>oso8 solely, is a substitute. Make a literal transcript above of the account shown on the 
Voucher. 

Disbursing Agents for Public Buildings, when forwarding their accounts, will fill out the three lines below (check legend), dehich the Memorandum and retain it for 
their files. 

In all cases where the Voucher is forwarded to the Department for pajprnent the Mcmonindum must accompany it and must not be detached. When checks in pa>’Tiient 
of vouchers are received from the Department, accompanied with the Memorandum, the three lines below (check legend) should bo filled in for future reference by Cust^iians 
and others interested. 


Account submitted^ for.. 
Differences as follows:. 


ADMINISTRATIVE ACTION. 

____ s. 

Custodian. 


Amount allowed on voucher 


$. 


Paid bij cheek JVb. —.. dated ., 190 , drawn on . 

....., to order of Payee named, above, for $ .. 

hu .... Disbursing ...... 

' * (Name of disbursing officer.) (Clerk or agent.) (Place where located.) " 


(Clerk or agent.) 






































































































< VoiCclier J^o. 


GENERAL INSTRUCTIONS. 



J^rrasurg Srpartmcnt, 

FICE OF SUPERVISING ARCHITECT. 


APPROPRI AXIOM : 

VAULTS SATES LOCKS I R 


(State full title of appropriation, using both lines if necessary ) 

PUBLIC EUILmGS, 1910, 


Amount, $ 


IN FAVOR OF 


(Name of payee, using both lines if necessary.) 


For Purchases, and Services other than Personal. 


[To bo filled in by Disbursing Officer.] 
AOOOUNTS OF" 


(Name of disbursing officer.) 

Disbursing . 

(Clerk or agent.) 

(Place where located.) 

., 190 

(Period for which account is rendered.) 

I hbceived. ' I 
I NOV 6 1909 I 

•^fTiCP ofSupervisinrirri-.lt^f^f j 


I Form and use.—This form of voucher will bo used for all oxpendl- 

\ tures except traveling expenses and ])ersonal services. Where an account 
f is too large to be stated on one form, use additional forms, fastening them 
together in the upper left-hand corner. Fill out the certificates on the lost 
form only. 

2. Title of building.—State the title of the building on the lino desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Cnstodians is particularly called to this 
requirement. 

8. CertiOcates.—Vouchers received at the Department without certifi- 
, cation will be returned. The approval blank, for the signature of the 

* Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the vouchor is transmitted to 
the Department. Whether us a separate voucher forwarded for payment 
(in w hich case the number only is left blank) or as a vouchor included in 
the abstract of a Disbursing Agent, this rei^uirement must bo adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult “ Instructions to Custodians.’* 

6. Letters of transmittal.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or i>er- 
formed; if for articles or supplies, whether received in good condition; and 

I a brief reference to the emergency which required immediate expenditure 
I should be stated. 

j 6. Itemization.- Unlessissued under a contract or accepted proposal 
) on file at the Department, or under a proposal accepted by a Custodian or 
^ other oflicer by authority from the Department, vouchers must be itemized, 
t indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

f 8. Reimbursements. —Vouchers covering a reimbursement for minor 

j expenditures incurred must be accompanied with receipted bills. Officers 
^ and employees are not entitled to reimbursement for any expenditures 
I made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity 
, Before using their own funds, they should ascerhUn whether it is feasible 
^ to forward vouchors to the Department for payment. The measure of 
the feasibility of so making payment should not be Oteir own convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should bo set out in the vouchers. 

9 Correction of errors.—Errors in computation or extension in 
stating dates of contracUs, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior accepUnces, must be taken up in 

^ chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers Issued under 
I contracts or accepted proposals involving a charge against two or more ap- 

• propriatlons, the contract or proposal must be taken up as a whole for each 
^ appropriatiou, and separate vouchers rendered under each head, deducting 
j from the amount of the conti. or proposal in each voucher the sum or 

sums properly chargeable to the other items of appropriations In this 
manner the contract or proposal is divided under its respective heads 


12. Final settlements.—Vouchers in final settlement of contmcUf 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve tho imposition of a penalty, the 
determination of which rests with tho Secretary of tho Trcasuiy. Accepted 
pro{) 08 als, whose terms may provide a penalty for delay in execution of 
work, should bo similarly treated. The completion of work under snch 
contracts or accepted proposals shonld be promptly rejiorted to the Depart- 
n^ent, with a statement of account and a fall explanation of the causes of 
delay, if any, reference being made in detail to any loss or dauuigo sustained 
by the United Suites as a rerult of such delay. 

13. Superiutendents of coDstruction.—When issuing vouchors 
for iireseotatioD to a Disbursing Agent for payment, superintendents most 
see that they are filled out and complete in every particular, excepting only 
tho check-legend at bottom of voucher, tho number, and the low'cr part 
of the brief on the back. Tho memorandum, which should be prepared 
with equal care, can only be detached by tho Disbursing Agent or at the 
Department. 

Disbursing agents.—These officers will number their v'oucbersou 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the order of payment. The blanks In 
the check-legend at tho bottom of the voucher must be filled out by the 
Disbursing Agent, lie must make no disbursements of any kind until 
aptborized to do so by the Department, and upon receiving such authority 
should be careful to observe that bis payments are made in accordance 
therewith. Under no circumstances should ho make a payment in advance 
far work or services of any kind. No transmitting letters are required to 
accompany his accounts. (Seealso note on face of memorandum.) 

115. Architects—Tarsney Act.—Architects are required to prepare 
and certify vouchors, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of the Deiiartmeut. 
Their form of certification should bo ns follows, written or stamped on the 
face of the voucher, and signed by them as architects: “Certified os to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount 8tate<l, viz, $-» The approval certificate on the 

vbuchor is for the signature of the Superintendent of ConstrucUon, who 
acts as the representative of tho Department. It is desirable that applica¬ 
tion should bo made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sots, for dintributlon 
to those charged with tho duty of preparing, certifying, and Issuing vouch- 
ere, will be furnished upon request. These forms embrace the methods of 
accounting most frequently met with in tho preparation of vouchers and a 
rofereuco to them as a guide will save time and avoid much unne^ssary 

CorresrmnfipnrA ^ 



































TKEA8URY PEPAHTMENT, 
OrriCE UF SUPl-RVItiINU AUCIltTECT. 

r<»riii No. 8000. 

Form approved by the Comptroller of 


VOUCUEK FOR PURCI1ASE8, AND 8ERV1CI-8 OTHER THAN PERSONAL. 


Ni»te 

General I iiKtructlons 
on hark uf 
Meuioruiidum. 


'iijj u|>pruvt;u uy luu f^uiu|Hruiior ui tA A —— 

the TreaaurySeptember 12,1907. - I * J' f / i t ! * 

AppropriaHon:AXjl,/jfti{?A/l^.^-.-Ij]tii^JLf^V''Oyfi^^AAj..6'^yijUL^iAL/CjLA.UA^AAAuiAA^ 




THE UNITED STATES, rj^ ^ p 

M. 


(State full title of 


Apdbesb: _ 

number.) 




(Name of ] 


..D 

(City or town.) 


Dr. 


(State.) 


Date op Deuvebt 

OB Service. 

190 

* ITEMS. 

Ckit Price. 

Amount. 

DoUs. 

Cts. 

Per— 

Dollars. 

cts. 

0.(d. . 

..4.. 
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Totajl.*:;.'^. 

^J^ OO 0 o 


Building : XJ. 


- Location; ..Sb. 








READ THIS NOTE CAREFULLY. 

Voacb^?^^^"*^ «re no longer required. This Memorandnm, for reference purposes solely, is a subsUtute. Moke a literal transcript above of the account shown on the 

their Buildings, when forwarding their accounts, will fill out the three lines below (check legend), detach the Memorandum and retain it for 

In nil cases where the Voucher is forwarded to the Department for payment the Memorandum must accompany it and must not be detached ^^*hon checkn lo tmvmnn^ 
and o”ther8*intereS^'*^ Department, accompanied with the Memorandum, the three lines below (check legend) should bo fUled in for future reference by CuSodiSna 


ADMINISTl^ATIVE ACTION. 


Account suhmitted for.. 
Differences as follows:.. 


Amount allowed on voucher ... ^ 


Paid, hij check Jfo. 


hij . Disbursing 

(Name of disbursing officer.) 


dated ...^ 190 , drawn on _ 

to order of Payee named above, for $. . 


(Olork or agent.) 


(Place w here locwted.V 


2—»)14 








































































































Voucher J{o. 



GENERAL INSTRUCTIONS. 


OIrpasurij Sppartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 



IN FAVOR OF 




(Name of payee, using both lines if nece 



For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUPsIXS OR 


(Name of disbursing officer.) 

Disbursing . ... 

(Clerk or agent.) 

(Place where located.) 

.-.-., 190 

(Period for^which account is rendered.) 

Offi ^ / 


1. Form and use.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and personal services. Where an account 
is too large to be stated on one form, use additional forms, fastening them 
together in the upper Icftrhand comer. Fill out the certificates on the last 
form only. 

2. Xitle of building.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement, 

3. Certifleates.—Vouchers received at the Department without certifi¬ 
cation will be returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the Deftartment. Whether as a separate voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult Instructions to Custodians.*’ 

6 . Letters of transmittal.—Accomitany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or serrices rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

6 . Itemization.—Unless issued under a contract or accepted prop<»al 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8 . Reimbnrsenients.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accomiianied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
exiwusesj), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not be their otm convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of errors.-Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certifleates should be carefully guarded against. 

10 . Additions and deductions.-All acceptances by the Depart¬ 
ment involving additions to or deductions from fom-al contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect tho amount of the retained i)er- 
centages and the payments to be made, and can not properly bo omitted. 

11. Division under appropriations.-In vouchers issued under 
controcte or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken op as a whole for each 
appropriation, and seporate vouchers rendered under each head, deducting 
from the amount of the contract or proposal in each voucher tho sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


12. Final settlements.—Vouchers in final settlement of contracts 
, under bond must not be issued without prior authority from tho Depart- 
j ment. Such settlements may involve tho imposition of a penalty, the 
» determination of which rests with the Secretary of tho Treasury. Accepted 

proposals, whose terms may provide a penalty for delay in execution of 
work, should be similarly treated. The completion of work under such 
contracts or accepted proposals should be promptly reported to tho Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being made in detail to any loss or diunage sustained 
by the United States as a result of such delay. 

13. Superiutencleiits of construction.—When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled out and complete in every particular, excepting ouly 
the check-legend at bottom of voucher, the number, and the lower part 
of tho brief on the back. The memorandum, which should bo prcjiared 
with equal care, can only bo detached by the Disbursiug Agent or at the 
Department. 

14. Disbursing; ag^ents.—These officers will number their vouchers on 
the back, in monthly scries, beginning each month with the first voucher 
paid (No. 1), and following this in tho order of payment. The blanks in 

I the check-legend at the bottom of the voucher must be filled out by the 
Disbursing Agent. He must make no disbursements of any kind until 
! authorized to do so by the Department, and ujKm receiving such authority 
should bo careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a pa^inent in advance 
I for work or services of any kind. No transmitting letters are required to 
I accom|:niny his accounts. (See also note on face of memorandum.) 

15. Arcliitects—Turaney Act,—Architects are re<iuired to prepare 
and certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of the Department. 
Their form of certification shoubl be as follows, written or stomped on the 
face of the voucher, and signed by them os architects: “ Certified as to cor¬ 
rectness and value of service performe4], and approval for payment in the 

amount stated, viz, S---The approval certificate on the 

voucher is for the signature of the Superintendent of Construction, who 
acts as the representative of the Department It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 

I accrue) for payments on account of commissions. 

, 16. Sample vouchers.—Vouchers, combined in sets, for diHtribution 

’ to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request These forms embrace the methods of 
accounting most frequently met with in tho preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 
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Building: U.S.- Location: ^ oA 

F 

READ THIS NOTE CAREFULLY. 

is a aabatituto. Make a litaml tmnscript above of the account ahown o 
their ml.a"”'”* «««>unts, will 1111 out the three Unea below (check legend), detach the Memorandum and retain 

aUTh'rri'“iSm™f:d!“‘'™'‘‘ 

1 the 

t for 

nent 

lians 

ADMINISTRATIVE ACTION. 



Account suhinitted for . 
•Differences as follows:.. 


Anwufit allowed on voucher . 4 s 


Paid by check JTo . ...., dated ., iqq , drawn on. 

. ... order of Payee named above, for 


by 


.; „ , . > Disbursin(f .. 

(Namo of (ll.Imrelug offlcor.) * (Oork orafe-ent.)" 


(Place where focatei") 


2— »U4 





































































































































2798 


^Voucher *Vo. 


SIrraHury Srjiartmrut, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 




For Purchases, and Services other than Personal. 


[To be filled io by Disbarsiug Officer.] 

t^S^NTS OF 


(l^ame of diBbarsiog office 



(Place where located.) 


, 190 



GENERAL INSTRUCTIONS. 


I. Form and use.—This form of voucher will bo used for all expendi¬ 
tures except traveling oxpensee and persouoJ serxices. Where an account 
is too laige to be stated on one form, use additional forms, fastening them 
together in the upper left-hand corner. Fill out the certificates on the last 

1 form only. 

I 2. Title of building^.—Stab? the title of the building on the line deaig- 
uateil for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians Is particularly called to this 
requirement. 

3. Certificates.—Vouchers received at the Department without certifi¬ 
cation will bo returned. The approval blank, for the signature of the 
Assistant Secretary, Is for use only by the reviewing authority at the 
Department when the vouchor is paid at Washington, D. C. 

4. Briefing'.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the DeiMirtmeut. Whether ns a s^qaimte voucher forwarded for payment 
(in which case the number only is left blank) or as a vouchor included in 

^ the abstract of a Disbursing Agent, this requirement must be adhered to. 

( If the appropriation is unknown, leave the lino blank. For annual nppro- 
t priationa consult Instructions to Custodians.'’ 

6. Letters of truusinittal.—Accompany all vouchers for unauthor- 
izc4l expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 
I should bo stated. 

6. Itemization.—Unless isBueil under a contract or accepted proposal 
on file at the Department, or under u proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must bo itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accom{Ma.nied 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for minor 
^ expenditures incurred must be accompanied with receipted bills. Officers 
- and employees are not entitled to reimbursement for any expenditures 
I made fnim their private funds (other than for purely i>ersonal traveling 

expenses), except under stress of urgent or unforeseen public necessity. 
/ Before using their own funds, they should ascertain whether it is feasible 
I to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not bo ihtir oim convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of error*.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from foriiial contracts or accepted 
proposals, aud all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amonnt of the retained per¬ 
centages and the payments to bo mode, and can not properly be omitted. 

II. Division under appropriations.—In vouchers Issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchors rendered under each head, deducting 
from the amount of the contr. or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 

I 

i 



12. Final settlements.—Vouchors in final settlement of contiuct** 
under bond must not be issued without prior authorit}* from the Dei)art' 
Uiont. Such settlements may Involve the Imposition of a penalty, the 
dotcrrainatlon of which rests with the Secretary’ of the Treasury. Accepted 
proposals, whose terms may provide u penalty for delay in execution of 
'gork, should be similarly treated. The completion of work under such 
qoutracts or accepted proiKtsuls should bo promptly reported to the Deimrt- 
ibent, with n staU'ment of account and a full explanation of the causes of 
delay, if any, reference being made in detail to any loss or damage sustained 
by the United Slates os a rerult of such delay. 

13. Superintendents of construction.—When iasuiiig vouchers 
tor presentation to a Disbursing Agent for payment, superintoudeuta must 
<ee that they are filled out aud complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and the lower part 
Of the brief on the back. The memorandum, which should be prepared 
with e<iual care, can only be detached by the DiaburBing Agent or at the 
pei»artment. 

14. Dislmrsing^ agents.—These officers will number their vouchers on 
^ho back, in monthly series, beginning each month with the first voucher 
paid (No. l),and following this in the order of payment. The blanks in 
fbe check-legend at the bottom of the voucher must bo filled out by the 
Disbursing Agent. He must make no disbursements of any kind until 
authorized to do so by the Dcjiartmeut, and upon receiving such authority 
should be careful to observe that his payments are made in accordance 
tiiercwitli. Under no circumstances should ho make a payment i^advauce 
tor work or services of any kind. No transmitting letters are required to 
Sccompany his accounts. (See also note on face of memorandum.) 

15. Architects—Tarsney Act,—Architects are required to pre(tare 
Snd certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of the Department. 
Their form of certification should bo ns follows, written or stampiHl on the 
face of the voucher, aud signed by them os architects: Certified as to cor- 
^tnt«8 and value of service performe^l, and approval for payment in the 

amount stateil, viz, $_...._The approval certificate on the 

voucher is for the signature of the Superintendent of Construction, who 
acts as the representative of the DepartmenL It is desirable that upplica- 
lion should he made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

IG. Sample vouchers.—Vouchers, combined in sets, (or distribution 
lo those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, w’ill be furnished upon request. These forms embrace the methods of 
accounting most frequently met w ith in the preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
oorre8i)ondence. 































VOUCHER FUR PURCHASES, AND SERVICES OTHER THAN PERSONAL- 


TREASURY DEPARTMENT, 
OrricBx»r Sup^rvihinu Architect. 

Form N«». 8600. 
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READ THIS NOTE CAREFULLY. 


Duplicate vouchers are no longer required. This Memorandum, for reference pnrpoeoti B 0 I 0 I 3 ', is a substitute. 3Iake a literal transcript above of the account shown on the 
Voucher. 

Disbursing Agents for Public Buildings, when forwarding their accounts, will fill out the three Unos below (check legend), detach the Memorandum and retain it for 
their files. 

In all cases where the Toucher is forwarded to the Department for payment the Memorandum must accompany it and must not be detached. When checks in payment 
of vouchers are received from the Department, accompanied with the Memorandum, the three lines below (check legend) should be fiUed in for future reference bv Custodians 
and others interested. 


ADMINISTRATIVE ACTION. 

Account submitted for ..-. 

Differences as follows: .. 


Amount allowed on voucher ..... 


Paid by check JVb. 


by .. Disbu7sin<^ 

^ (Name of disbursing officer.) 


dated ., 190 , drawn on. 

—., to order of Payee named above, for 


(Clerk or agent.) 


(Place where located.) 























































































‘ Vouch tr J^o. 


GENERAL INSTRUCTIONS. 


(Errasurg Segartmcnt. 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION : 



IN FAVOR OF 



[To be filled in by Disbursing Officer.] 
AOOOUNXS OR 

(Name of disburuDg officer.) 

Disbursing . .. 

(Clerk or agent.) 

(Place where located.) 


., 190 

(Period fur which account is rendered.) 



I I. Form and use.—This form of voucher will be used for all expendi¬ 
tures except (raveling expenses and poi'soual services. Where an account 
is too largo to be stated on one form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the last 
. form only. 

I 2. Title of building:.—State the title of the building on the lino desig- 
I nated for that purpose, following it with the name of the city and State In 
^ which located. The attention of Custodians is particularly called to this 
\ requirement. 

3. Certificates.—Vouchors received at the Departincut without certifl- 
i cation will bo returned. The approval blank, for the signuturo of the 
Assistant Secretary, is for use only by the ro\iew’ing authority at the 
■ Department w'hen the voucher is paid at Washington, D. C. 

4. liricfing:.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly AIIihI out before the voucher is transmitted to 
[ the Department. Whether as a se|>arato vouchor forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
I the abstract of a Disbursing Agent, this requirement mnst be adhered to. 
( If the appropriation is unknown, leave the line blank. For annual appro- 
l priutions consult ** Instructions to Custodians.*’ 

6. Letters of transmittal.—Accomitany all vouchers for ouaiithor- 
^ ized exi>enditures with letters of transmittal. Describe brielly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if fur articles or supplies, whether received in good condition; and 
a brief reference to the emergency which rt><|aired immediate expenditure 
should be stated. 

6. Itemization.—Unless issuc^l under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
j other ofiicer by authority from the Department, vouchers most be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reiniboraement for minor 
expenditures incurred must be accomiwiuiod with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of argent or unforeseen public necessity. 
I Before using their own funds, they should ascertain whether it is feasible 
^ to forward vouchers to the Department for payment. The measure of 

\ the feasibility of so making payment should not be their own convenience 

I or desire. Where the stress of public necessity requires ofiicera ond em- 

* ployees to use their owm funds, the facts should be set out in the vouchers. 

\ 9. Correction of errors.—Errors in computation or extension, in 

i stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10. Additions and deductions.-All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up In 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to bo made, and can not properly be omitted. 

11. Division under appropriations.—In vouchors issued under 
contracts or accepted proposals involving u charge against two or more ap¬ 
propriations, the contract or proposal must be taken np us a whole for each 
^ appropriation, and separate vouchers rendered under each liejid, deducting 
from the amount of the contract or proposal in each voucher the sum or 
\ sums propc-rly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads 


12. Final settlements.—Vouchers in final settlement of contracts- 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
, detfnninatiou of which rests with the Secretary of the Treasury, Accepted 
! proi> 08 aIa, whoso terms may provide a penalty for delay in execution of 
work, should be similarly treated. The completion of work under such 
contracts or accepted prox)Osals should be promptly reported to the Depart¬ 
ment, W'ith a statement of account and a fall explanation of the causes of 
delay, if any, reference being made in detail to any loss or damage sustained 
by the United States as a result of such delay. 

I 13. Sapcriiitendents of construction.—When issuing vouchers 

I for presentation to a Disbnrsing Agent for payment, superintendents must 
see that they are filler! out and complete in every particular, excepting only 
the check-legend at bottom of vouchor, the number, and the low’or part 
of the brief on the buck. The memorandum, which should be prepared 
with equal care, can only be detached by the Disbursing Agent or at the 
Department. 

14. Dlsbursiiii' ag:ent8.—These officern will number their vouchors on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at the bottom of the voucher must he filled out by the 
Disbursing Agent, llo must make no disbursements of any kind until 
I authorized to do so by the Department, and upon receiving such authority 
, should bo careful to observe that his payments aro made in accordance 
I therewith. Under no circumstances should ho make a payment in advance 
for work or services of any kind. No transmitting letters aro required to 
. accompany his accounts. (See also note on face of memorandum.) 
f 16. Arckitects—Tarsney Act.—Architects arc required to prepare 
and certify vouchers, In payment for work done under their local super¬ 
vision, in accordaDce with the regnlatious and rules of the Department. 

I Their form of certification shonld bo as follows, written or stamp<Hl on the 
1 face of the voucher, and signer] by tliem as architects: “ Ckirtificd as to cor¬ 
rectness and value of service perfoniied, and approval for payment in the 

amount stated, viz, $___’• The approval certificate on the 

voucher is for the signature of the Superintendent of Construction, who 
> acts as the representative of the Department. It is desirable that applica- 
> tion should be made by architects (stating the conditions under which they 
t accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sots, for distribution 
, to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon rei]uecit. Those forms embrace the uictboda of 
accounting most frequently met with in the preparation of vouchers, and a 
reference to them os u guide will save time and avoid much unnecessary 
\ correspondence. 
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TKBABrnV nBPAUTMKNT, 
Orrin «»> AMdiitr^. 

No. HOOO. 

ITvrnri ^provinl bjr lli*» fJoliifArolI«Pof 
tb« 'HMUiury HvifUtuilnfr 12. IWJ7. 


VOUCJIICll roll VlUCllAnUi, ani> ukumcm otiikh than PKWWJMAL. 
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UPf A/t 

(Rt«t« full title of ■i/pruprUliun.) 

THE UNITED .STATICS, 


To The. R'mp»o.nrJPieldinf;.liuUMeTi.»w..co^^^^ dk. 

(Narue of poyee.) 

Aodbbhn: ... 1711 Tromont PI....Denver, ..Col.<>x. 

___I \ iCMtm d.r itt^n I 


(Btou.) 


lUTB OP Dli.|VRHr 
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AMOt'MT. 


oa BRRvira. 
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Dolls. 
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Building : U. S.JliHt___ Location: ....O.eny.er*...Colorndo. 


READ THIS NOTE CAREFULLY, 

DvplicaU vouchert are na longer required. This Meiuoroodain, for reference pnrposoa lolely, ia a substitute. Rtake a literal transcript above of the account shown on Che 
Vonclo^r. 

DisbuniDg Agents for Public Balldlngs, when forwarding their accounts, will fill out the throe lines below (check legend), detach the Memorandum and retain it for 
tbdr flloa 

In all cases where the Voucher is forwarded to the Dejiartnient for payment the Meinoratiduni must accompany It and must not bo detached. When checks m payment 
of vouc hers are received from the Department, accompanied with the Memorandum, the three linoe below (check legend) should be filled in for future reference by Custodians 
and otbors Interested. 


AUMINISHTRATIVK ACTION. 

Account submitted for ________ 

Differences as follows: ________ 


.-.-. - 

Amount allowed on voucher .... ^ 


Paid by check Jfo. . ..—, dated . , 190 , drawn on . 

.. .—, to order of Payee named above, for $ _ 

by ...-., Disbursm^ .., . _ 

(Name of disbursing officer.) (Clerk or agent.) (Place where locaW.V 


2—2)in\ 




















































































































Voucher 


®^ury Srjiartmntt, 

OFFIC^ 6f supervising ARCHITECT. 


APPROPFRIATION 



(Stikt© full title of appropriittimi, using 


'I\'|ii Ii&t UOJiJ^#M 

Amount, $ . 



For Purchases, and Services other than Personal. 


[To be flilcvi in by Disbursing Officer.] 
ACOOUNTS OR 


(Name of disbursing officer.) 

Disbursing . 


(Clerk or agent")" 


(Place where located.) 


(Period fur which account is rendered.) 


190 


2—2014 


TREASURy DEFAftTMl;^ > 

Rbobived. *' / 

Ofl? ’^09 I 

°^^‘ :P_">-v>s/ngArchiWf | 


GENERAL INSTRUCTIONS. 


1. Form and use.—This fonii of voucher will bo used for all expendi¬ 
tures except traveling expenses and (leraoual services. Where an account 
is t «)0 largo to be stated on one form, use ailditional forms, fastening them 
together in the upper left-hand comer. Fill out the certilicHtea on the last 
form only. 

Xltlo of building'.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State In 
which located. The attention of Cnstodians is particularly called to this 
requirement. 

3. Certificates.—Vonchers reccivetl at the Department withont certifi¬ 
cation will bo returned. The approval blank, for the signature of the 
Asaistant Secretar}', Is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (lioth voucher and memo¬ 
randum) must bo propi‘rly filled out before the voucher is transmitted to 
the Deiiartmcut. Whether ns a separate voucher forw'ardo«i for payment 
(in w hich case the number only is loft blank) oi* as a voucher Included in 
the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave tho line blank. For annual appro¬ 
priations consult “ Instractions to Custodians.'’ 

5. Letters of trauainittal.—Accompany all vouchers for unauthor¬ 
ized exi)enditure8 with letters of transmittal. Descriloj brietly the work 
done or services rendered, and whether satisfactorily completed or i»er- 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to tho emergency which re<iuIrocl immediate expenditure 
should be stated. 

6 . Itemization.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from tho Department, vouchers must bo itemized, 
indicating tho labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of tho telegrams. 

8. lleinibnrsements.—Vouchers covering a reimbareemerit for minor 
ex|>cndlturc8 Incurred must bo accompanied with receipted bills. Officers 
and employees are not entitled to reimburhoment for any 'exi)enditure8 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchore to the Deimrtment for payment. Tho measure of 
the feasibility of so making payment should not be oim convenience 
or desire. Where the stress of public necessity requires officers and em- 
Idoyees to use thoir own funds, tho facts should be set out in the vonchers. 

9. Con-ectloii of errors.-Errors In computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guunled against. 

10. AdcUtionH and deductions.-All acceptances by the Depart¬ 
ment Involving additions to or deductions from formal contracUor accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in ull vouchers Issued on account of such contracts or 
proposals Items of this cliaracter affect the amount of the retained per¬ 
centages and the payments to be made, and con not properly bo omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap- 
proprlations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of tho contract or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is dhidod under its respective heads. 


12. Final settlements.—Vouchers in final settlement of contracts 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve tho imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Accepted 
proposals, w'hosc terras may proride a i)cnalt 3 ' for delay In execution of 
Work, should be similarly trcatetl. Tho completion of W'ork under such 
contracts or accepted proposals should bo promptly reimrted to the Deport¬ 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being made in detail to any loss or damage sustained 
by tho United States as a result of such delay. 

13. Superiutondeiits of constructloii.—When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled out and complete in every particular, excepting only 
the check-legend at bottom of voucher, tho number, and tho lower part 
of tho brief on the back. The memorandum, which should be prepared 
with equal care, can only bo detached by the Disbursing Agent or at the 
Department. 

14. Disbursing agents.—These officers will number their vouchers on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the onler of payment. The blanks in 
the check-legcnd at the bottom of the voucher must bo filled out by tho 
Disbursing Agent. He must make no disbursements of any kind until 
authorized to do so by tho Department, and upon receiving such authority 
should bo careful to observe that his payments are made in accordance 
therewith. Under no circumstances should ho make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (See also note on face of memorandum.) 

15. Architects—Tarsuey Act,—Architects are required to prepare 
and certify vouchers, in payment for work done under their local super¬ 
vision, in accordance witii the regulations and rules of the Deiiartmeut. 
Their form of certification should be as follow's, written or stamiK*d on the 
face of the voucher, and signed by them as architects: “(Certified as to cor¬ 
rectness and value of service pc^rformed, and approval for payment in the 

amount stated, viz, $-The approval certificate on the 

voucher is for the signature of the Superintendent of Oonstruction, who 
acts as the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for difttributiou 
to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be fiirnishcl upon request. These forms embrace the methods of 
accounting most frequently met with in the preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 



































administrative action. 


Account submitted for. 
Differences as follows;. 


Amount allowed on voucher 


Paid by check Xo. 


. 

(Name of dinbar^lng olflcer.) 


dated. 



.» 100 , drawn on. 

—. order of Payee named above, for 

Disbursing . 

(Clerk or agent.) * -.-- 


(Place whVreTo'<i"li«^f.y 


2—2014 










































































































Voucher J^o. 


GENERAL INSTRUCTIONS. 


(TrraHury Srpartmrnt, 

OFFICE OF SUPERVISING ARCHITECT. 

APPROPRIATION: 

(StAto full title of oynipriufiaii, uaiog both 1J|P^ neceeaary.) 

. 

Amount, $2/^f . 

IN FAVOB OF ^ 

./Q/J .^..Q • 

(Name of payee, using both linee if Dece«sary.) 


For Purchases, and Services other than Personal. 


[To be filled in by Diebnreiug Officer.] 


(Name of diebureing officer.) 


. 



(Place where located.) 


(Period for which account is rendered.) 


190 


*—HUM 


TREASURY DEPARTMENT, ' 

BBOEIVED. 

MN 8 1909 

Office of Supervising Architect. 


I 


I 





*vi 


1. Form and aaes—Tliln form of voucher will be used for all expendi¬ 
tures except traveling expenses and personal servicas. Where an account 
is loo large to bo stated on one form, use additional forms, fiMtcning them 
together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of ballding.—State the title of the bnildlng on the lino desig¬ 
nated for that purpose, following It with the name of the city and State In 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certificates.— Vouchers receiver! at the Department without certifi¬ 
cation will bo retnraed. The njiproval blank, for the signature of the 
Assistant Secretary, is for nse only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4 . Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher Is transmitted to 
the Department. Whether as a separate voucher forwarded for payment 
(in which case the number only is left blank) or as a voncher included in 
the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the line blauk. For annual appro¬ 
priations consult “ Inatractlons to Custodians.’* 

6 . Letters of transmittal.—Accompany all vouchers for unauthor¬ 
ized! expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required Immediate expenditure 
should be stated. 

6 . Itemization.—I'nlcss issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—t.’hargcs for telegraphic service must be accompanied 
with copies of the telegrams. 

8 . Keiraburscnients.—Vouchers covering a reimbursement for minor 
exi>endilare8 incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own fnnds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not be t?ieir oum convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set ont in the vonchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, aud all revocations of prior acceptances, must be taken up in 
chronological onlcr in all vouchers issued on acconnt of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to bo made, and cau not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
coutracta or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the contn or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. lu this 
manner the contract or proposal is divided under its respective heads. 


12. Final settlements.— Vouchers in final settlement of contracts 
under bond must not be Issued without prior authority from the Depart¬ 
ment. Such settlemonta may invohe the Imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Accepted 
proposals, whoso terms may provide a penalty for delay in execution of 
work, should be similarly treated. The completion of work nuder such 
contracts or accepted proposals should be promptly reported to the Depart¬ 
ment, with a statement of account and a foil explanation of tlie causes of 
delay, if any, reference being made in detail to any loss or damage sustaintnl 
by the United States as a remit of such delay. 

13. Saperiutendents of construction.—When issuing vouchers 
(for presentation to a Disbursing Agent fot payment, suporintendenta must 

see that they are filled out and complete in every particular, excepting only 
the check-legend at bottom of vouchor, the number, and the low’cr part 
of the brief ou the back. The memorandum, which should be prepared 
‘ with e^jnal cure, can only bo detached by the Disbursing Agent or at the 
Department. 

I 14. Disbursing agents.— These officers will number their vouchers on 
I the back, in monthly series, beginning each month with the first voncher 
tpoid (No. 1), and following this In the order of payment. The blanks in 
■ the check-legend at the bottom of the voucher must be filial out by the 

! Disbursing Agent. lie lAust make no dihbnrscments of any kind until 
authorized to do so by tbe Department, and upon receivingt^ch authority 
should be careful to observe that bis payments are made in accordance 
therewith. Under no circumstances should he make a payment In advance 
I for work or services of any kind. No transmitUng letters are required to 
I accompany liis accounts. (Seealso note on face of memorandum.) 

■ 15. Architects—Tarsney Act.—Architects are required to prepjire 

I and certify vouchers, in payment for work done under their local super- 
, vision, in accordance with the regulations and rules of the Department, 
Their form of certification should be us follows, written or stamped on the 
. face of the voucher, and signed by them us architects: “ Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, $_” The approval certificate on the 

voncher Is for the signature of the Superintendent of Construction, who 
acts as the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
accrue) fur payments on account of commissions. 

16. Sample vouchers.—Vouchers, combiued in sets, for distribution 
to those charged with the duty of preparing, certifying, and hisuiug vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 
accounting most frequently met with in the preparation of vouchers, and a 
reference to them as a guide wrill save time aud avoid much unnecessary 
correspondence. 
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TBEASrRY PKPARTMEXT, 

OrncE or Si^rim^uuxs Asturrscr. 

Form No. 8600. 

Fbna approrted by the Coeaptronwot 
the TnmaBij SepCctnber l*i. 1907. 

Appropriation 

THE EXITED STATES. 


VOCCHiR WK Pl KCUASiS, AXD SERTICEi. i^UER Ttt.\S PEBSOSAJL 


uJHiiaaaA _/2 


\£/ldUUL£^ 3 C- 

) 


To... 

Address: i‘ASr.-jdo. 



/oJ’o 


N€>te 

General ln»traeiioni» 
oil bark of 
JdLemorandam. 



(Stale.) 



AOMIXIS'TR.VT'IVE ACTTIOX. 

Account submitted for _ __ 

Differences as follows: _ _ 


dated ---^ jqq drawn on ___ 

-, to Older of Payee named above, for $ _ 

, Disbursing .. . _ 

(O^rikor'agenM. - 


Amount allowed on voucher 


Paid by check Xo. 


by _____ 

(Na»« of di>imniAg oUcer?) 











































































































































Voucher JV'o. 


GENERAL INSTRUCTIONS. 


©rraHurij irpartm^nt. 

OFFICE OF SUPERVISING ARCHITECT. 


1. Form and use.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and personal services. Where nn account 
is too large to bo stated on one form, use atlditional forms, fastening them 
together in the upper left-hand corner. Fill out the certillcates on the last 
form only. 


APPROPR IATION; 

(State fulimio ol appropriation, using both lino^J pMcssary.) 

.tXJi! 


'-€A^tAjzCry,.. 

Amount, $.2/.3.^. 0..°':^... 



IN FAVOK OP 



. 

(Name of payee, using both lines if necessary.) 


For PurchaseSi and Services other than PersonaL 


[To bo filled in by Disbarsing Officer.] 
AOOOUNTS OR 


(Name of disbarsing officer.) 

Disbursing 


(Clerk or agent.)’ 


(Place where located.) 


(Period for which account is rendered.) 


190 


2—mu 


TREASURV department 
received. ' 

MN 6 1909 

'-vising Architect. 




2 . Title of building.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certificates.—Vouchers received at the Department without certifi¬ 
cation will bo returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the vouchor is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the Department. Whether as a separate voucher fon^arded fur payment 
(in which cjise the nunil>cr only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must bo adhered to. 
If the appropriation is unknown, leave the lino blank. For annual appro^ 
priations consult “Instructions to Custodians. 

6 . Letters of trausniittal.—Accompany all vouchers for unauthor¬ 
ized exiwnditurcs with letters of transmittal. Describe briefly the work 
doue or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

6 . Itemization.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal a<*cepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the lal>or, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8 . Reiiiibursenicnts.—Vouchers covering a reimbursement for minor 
expenditures Incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making imyment should not beoim convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10 . Additions and deductions.-All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocaUons of prior acceptances, must be Uiken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.-In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchors rendered under each head deducting 
from the amount of the contr or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads 


/ 

12 . Final settlements.—Vouchers in final settlement of contnicU> 
under bond must not bo issued without prior authority from the Depart- 
n ent. Such settlements may involve the imposition of a penalty, the 
d itermination of which rests with the Secretary- of the Treasury-. Accepted 
proposals, whose terms may provide a penalty for delay in execution of 
viork, should bo similarly treated. The completion of work under such 
cjmtracts or accepted proposals should bo promptly reported to the Deparl- 
njient, with a statement of account and a full explanation of the causes of 
dblay, if any, reference being made in detail to any loss or damage sustained 
by the United States as a rerult of such delay. 

13. Superiiilendents of construction.— When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they arc filled out and complete in every particular, excepting ouly 
the check-legend at bottom of voucher, the number, and the lower part 
of the brief on the back. The memorandum, which should bo prepared 
with equal care, can only be detached by the Disbnrsing Agent or at the 
department. 

‘ 14. Disbursing: agrents.—These officers will number their vouchers on 
the back, in monthly series, beginning each month with the first voucher 
Ifid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at the bottom of the voucher must be filled out by the 
Disbursing Agent. Ho must make no disbursements of any kind until 
ajutborized to do so by the Department, and upon receiving such authority 
should be careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a payment in advance 
fir work or services of any kind. No transmitting letters are required to 
i^ompany his accounts. (Seealso note on face of memorandum.) 

16. Architects—Tarsney Act.—Architects are required to prepare 
a^d certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of the Department. 
Their fonu of certification should he ns follows, written or stamped on the 
f^e of the voucher, and signed by them as architects: “Certified as to cor- 
i^tuessand value of service performed, and approval for payment in the 

toount 8tate<J, viz, $-’* xhe approval certificate on the 

vbucher is for the signature of the Superintendent of Construction, who 
wds as the representative of the Department. It is desirable that applica¬ 
tion should bo made by architects (stating the conditions under which they 
a|x:rue) for payments on account of commissions. 

16. Sample vouchers.-Vouchers, combined in seta, for distribution 
tp those charged with the duty of preparing, certifying, and issuing vouch- 
efs, will be furnished upon request. These forms embrace the methods of 
accounting most freciueutly met with in the preparation of vouchers, and a 
rpfereuce to them os a guide will save time and avoid much unnecessary 
o^iiTespondcnce. 












































THEAUrRY DKPAKTMKIfT, 
OmcB or 8rr»K%i»iHa AnrHitciTr. 

K«.rtii N«». 8000. 

Form ap^mnrMl bj'‘tbo Comptmflor of 
tho Tn&mirj HepUnuher 12,1007, 


VOL'CUKR r»>Ji 1*1 lU:UAM>Ji, A%V MKRVICM mUKH TIIAJI HKHMi/WAL. 


Appropriation:. 

THE UNITED STATES, // y / , 

, To .::^IA.Aajl,uaaa/ 

; u^. I. 



KVDUEBtk: 


(Str«»^ aikI DBaibi»^r,) 



, £/V\AJ^UCS^,. 

(flUlA fniJutU f/f Apf/rofffteOoa.) 

_ 

A-/ C^yLAM^y, 

(Ottj f tomm.) 




.<r>- 




Dk- 


X}, 

I 


Datb or Dxlitebt 



t’ofT Fbf e 

AtoMnrt. 

OB SraricB. 

ITEIU. 


1 

- -- -- 

1,0<J 



1 IMk, Ote. For— 

'1 

lA#t«, Cto, 

.)f..ajuu'...j^.LL.. i 

.. 



0 cf 


cna.^ A-tf _j 

Jffjo.S^ Jz.Sla a -j 

Lq^ 

../y\xx^x.C*.^.. ___I_ 


/ O t> ** 


—H‘ 


3.7 


3 X 




-1-1. 


ORIGINAL OF THIS ACCOiiWf 
R TF^ RR :D TO AUOITOR FOR 
IREASUR/ DEPAiyi^ieiiJ.FOR 
■SCTTLEMENt, Oti- 





..8 s- 


3. G H- 


7 


O 


a 4P 


O O 


_I.^., 4 / s X 




-^ixzxxiA^k: pa>^m« 4 i 4 ; 

of w>uxi%e/t [of wAicI^ -tA^ 


i I 

i-P. 




OC4lt j. Q totai.. . 


S. of ^ 



READ THIS NOTE CAREFULLY. 

Wf fir» Bi i BM. for r ^toomoe pf f h m oriify. b o lai tiff i. Xftko * fitcssl f 
. whm Corvanfiajr tkcfr tottiw «fi « ot fk» Ikxt Mmm Moor (check ‘ n ilj, 4 
I to tho Bentttet for MoMt llw Wrmof #■■ tM ooDOtMov it nt a 



ADMIXISHTRATIVE ACTIOX. 

Account submitted for _ 

Differences as foUews: _ 


Amount allowed on voucher 

..-• dated ---^ DtO , drawn an ^ 

......... to order of Payee named above, for $ _ 

_ Disbursing ... 

-) ^ catkt.c«- 


Paid by check •Vo, 




4m 



o< 0 











































































































Voucher J^o. 


GENERAL INSTRUCTIONS. 


SrraHury Spyartmrnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 


z. 


Amount, 

IN FAVOR OF 

nMv*.* I^«K X#__% • 


(Name of pujree, umni; both linee if Dece«ary.) 


For Purchases, and Services other than Personal. 


[To be flUofl iD by Diabarsing Officer.] 
AOOOUNXS OF” 


(Name of disbaraing officer.) 

Disbursing .. 

(Clerk or agent.) 


(Place where located.) 


., 1^0 

(Period for which account is remlered.) 


2—2014 


r: *jm\9 ■vean 

TREASURY OEPARTMENi, 

UBCEIVRD 

JAN 14 1909 

sinp Archit«cl. 


1. Form and use.—Thie form of voucher will be used for all expendi¬ 
tures except traveling expenses and personal ser^irea. Where an account 
is Uio large to be stated on one form, use additional forms, fastening them 
together in the upper left-hand corner. Fill out the certificate# on the last 
form only. 

2- Xltlc of building.—State the title of the boUdiug on the lino deaig- 
’ nateiJ for that parpoee, following it with the name of the city and Slate in 
which located. The attention of CnstodJans is jiarllcularly called to this 
requirement. 

3. Certificates.—Vouchers received at the Dcrsirtment without certifi¬ 
cation will be returned. The approval blank, for tlie signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher Is paid at Washiogton, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly IJIkd out before the voucher is trausmitted to 
the Defiartmcut. Whether as a separate Toucher forwarded for payment 
(In which case the number only is left blank) or as a voucher included in 
the aUtract of a DlsburBing Agent, this reriolrenient roust be ailhered to. 

^ If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consnlt “ Jnstmctlons to Custodians.’^ 

6 . Letters of transmittal.—Accompany all vouchers for nnaothor- 
l*ed expeudituros with letters of transmittal. Describe briefiy the work 
done or services rendered, and whether satisfactorUy complete*! or i^or- 
forroed; if for articles or supplies, whether received in good condition; and 
a brief roferenc.e to the emergency which rc<|nired immediate expenditure 
should be stated. 

6 . Itemization.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by anthority from the De^iartment, vouchers must be itemized, 
indicating the labor, material, and arUclc# supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8 . Reimbursements.—Vouchers covering a reimbursement for minor 
expenditnres incurrod must bo accomijanicd with receipted bills. Officers 
and employees are not entitled to rrimbuntement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to f<»rward vouchers to the Dei>artmcnt for payment. The measure of 
the feasibility of so making payment should not be tAeir oirn convenionce 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out In the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contrucU, proposals, and authorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10 . Additiona and deduction^.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contncUor accepted 
proposals, and all revocations of prior acceptances, must bo Uken up in 
chronological order in ail vouchers issued on account of such contracts or 
proposals Items of this character alTect the amount of the retained per¬ 
centages ami the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals Involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up os a whole for each 
appropriation, and separate vouchers rendered under each hesd, deducting 
from the amount of the contr or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriatiuos. In this 
manner the contract or proposal is divided under its respective heads. 


12. Final settlements.—Vouchers io final scltkiBe&t of coutracta 
under bond roust not be issued without prior authority from tha Depart¬ 
ment. Such settlemenu may involve the imposiboa of a penalty, the 
determiuatJon of which rests with the Secretary of the Treasury. Accepted 
proposals, whose terms may provide a penalty fur delay in execution of 
work, should be similarly treated. Tbe complelioij of work under soch 
contracts or accepted proixmals should be promptly rsportvMi to tbe Depsirt- 
ment, with a statement of account and a full explanation of the emosM of 
delay, if any, reference being ma«^ie In detail to any loss or damage sustained 
by the Unite*! States as a rerolt of such delay. 

13. Snperiutendents of construction.—Whrn issoing vooebera 
for presentation to a Disbnnring Agent for payment, superintendents most 
sec that they art* filled out and complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and tbe lower part 
of the brief on the back. Tbe memorandum, which should be prepared 
with equal care, can only be detached by the Disbuning Agent or at the 
Department. 

14. Disbursing; ag^ents.—Theseoffleers will number their vouchers on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at tbe bottom of the voucher must be filled out by the 
Disbursing Agent. He mnst make no dlsburwementB of any kind until 
authorized to do so by the Department, and upon receiving such authority 
should be careful to observe that his paymeuts are made in accordance 
therewith. Under no circumstances should be make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (See also note on face of memorandum.) 

16. Architects—Taraney Act.—Architects are required to propan* 
and certify vouchers, in iiayment for work done under their local super¬ 
vision, In accordance with the regulations and rules of the De{«rtmeut. 
Their form of certification should be as follows, written or stamped on tbe 
face of tbe voucher, and signed by them as architects: ** Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount state*l, viz, $-The approval certificate on tbe 

voucher is for the sigualure of tbe Superintendent of Construction, who 
j acts as the representative of the Department. It is desirable that applica- 
lion should be made by architects (sUting tbe conditions under which they 
I accrue) for payments on account of commissions. 

• 16. Sample voachers.—Vouchers, combined in sets, for distribution 

to those charged with the duty of preparing, certifying, and issuing voueb- 
■ ors, will be furnished upon request. These forms embrace the methods of 
! acconnUng most frequently met with in the preparation of vouchers, and a 
f reference to them as a guide will save Ume and avoid much unneceesary 
correspondence. 
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VUUCIJI;;!! Full AM) bKilVlCfc^ oTIIKU THAN I»KR5UNAL< 


TIlEASrilY HKI»AUTMFNT, 

OrricK or birr^itvtiii^o Aii<'niTitfrr. 

Ni». 8 G 00 . 

Form approvfHl hy tbn ('oinptrolirrof 
tbo TroMury bcpu-inbor 12,1!)07. 

Appropriation 

THE UNITED STATES, 


(SlAtc full title of np]«ropd 



Addbesh; . 




To 


N<*f f« 

General liiittructJuuii 
on Imek of 
Bleuioranduin. 


( 




XI-, Dr. 


(Stro4*t and number.) 


(Sn.xA> e^v- 

(City or town .) 


.A.L 


(State.) 



B„ilding: U. S....ft}lwJ, --- Location:.^ 


read this note carefully. 


^ 


Voucbor^*'*^ «««■*«•. or. no loiigrr rtqwd. This Mi-iin.miuiiim. for reforenco parpo»M Bololy, Is n sabsUtuto. Mnko n Il(»nU tmnscri t ho 

tbolrilo.^"”’"* tboir «counU. w.U fll, tbo three below (check I dt d . . ” 

In all caiiea where the Vouchor In forwarded to tli« Department for re, / rh m ^ Memorandum and retain It for 

— ' •' ' ■-' -- - - . . ___ lururc reierenco by Custodioud 


Account submitted for _ 

Differences as follows: .. 


AD^cllisjis'pi^^YXlVE ACTION. 


Amount allowed on voucher 


Paul by check J^o. 


by —... 

(Name of dlBbuming oflicor.) 




.-. .drawn on. 

, to order of Payee named above, for 
Disbursing . 


(Clerk or agent.) ' 


(Place whore locatwf.)’ ” 


2—^14 



































































































































Voucher JVo. 


’ ®rpaHuri| Slr:partmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 





Amount, 


A IN FAVOR OF 


7 


(Name of payee, using both lines if necettaary.) 


For Purchases, and Services other than Personal. 


[To be filled in by Disbnrsing Officer.] 
AOOOUNirS OF 


(Name of disburaing olficer.) 

Disbursing .. 

(Clerk or agent.) 


(Place where located.) 


.. 190 

(PerifKl for w hic h account is rendered.) 



p P ^ * f R Y C F R T 


1 

RECKIVED. 

I-EB 9 1909 

n/Hcft ofSuDGi vising Architect. 



I 


GENERAL INSTRUCTIONS. 


1. Form and use.—This form of voucher will bo used for all expendi¬ 
tures except traveling expenses and personal services. Where an account 
is U»o large to be stated on one form, use additional forms, fastening them 
together In the upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of building. —State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State In 
which located. The attention of Custodians is particularly called to this 
rc<] nl remen t. 

3. Certificates.—Vonebors received at the Department without certifi¬ 
cation will bo rotnmod. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher Is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (t>oth voucher and memo¬ 
randum) must bo properly filled out before the voucher is trausmitted to 
the Department. Whether os a separate voucher forwarded for payment 
(in which cose the number only Is left blank) or as a voucher included In 
the abstract of a Disbursing Agent, this requirement must be adhered to. 

If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult “ Instructions to Custodians.” 

6. Letters of truusniittal.—.Vccorapany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or snpplies, whether received in good condition; and 
a brief reference to the emergency which required Immediate expenditure 
should be stated. 

6. Itemization.— Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal acwpted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Cbaiges for tciegrapbic service must be acconqtanied 
with copies of the telegrams. 

8. Kelmbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of argent or unforosecn public necessity. 

Before using their own funds, they should ascertain whether it is feasible 1 

to forward vouchers to the Department for payment. The measnre of 

the feasibility of so making payment should uot be Oieir own convenience I 

or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and anthorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and dedactions.—AH acceptances by the Depart¬ 
ment involving additions to or deductions from foriral contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages emd the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued und6r 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract oi proposal must be taken up as a whole for each 
appropriation, and separate vouebers rendered under each bead, deducting 
from the amount of the contr. or proposal in each vouchor the sum or 

sums properly chargeable to the other Items of appropriations. In this I 
manner the contract or proposal is divided under its respective beads. I 


12. Final settlements.— Vouchers In final settlement of contzmcls- 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Acceirfed 
pro[K>8als, w’hosc terms may provide a penalty for delay in execution of 

' work, should bo similarly treated. The completion of work under such 
contracts or accepted proixwala should be promptly reported to the Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
! delay, if any, reference being made in detail to any loss or damage sustained 
; by the United States as a rorult of such delay. 

13. Saperiutendents of construction.-When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 

I see that they arc filled out and complete in every particular, excepting only 
I the check-legend at bottom of voucher, the number, and the lower part 
of the brief on the back. The memorandum, which should be prejiared 
[ with equal care, can only bo detached by the Disbursing Agent or at the 
I Department. 

14. Disbursint; agents,— These officers will number their vouchors on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at the bottom of the voucher must be filled out by the 

; Disbursing Agent. He must make no disbursements of any kind until 
authorized to do so by the Department, and upon receiving such authority 
j should bo careful to olwerve that his payments are made in accordance 

i therewith. Under no circumstances should he make a payment in advance 

\ for work or services of auy kind. No transmitting letters are required to 
' accompany his accounts. (Seealso note on face of memorandum.) 

I 16. Architects— Tarsney Act,— Architects are required to prei>ar« 

j and certify vouchers, in payment for work done under their local super- 

j vision, in acrxirdauco with the regulations and rules of the Deitarlment. 

Their form of certification should bo os follows, written or stamped on the 
' face of the voucher, and signed by them as architects: “ Certified as to cor- 

^ rectnees and value of service i>erfonned, and approval for payment in the 

I amount stated, viz, 8_” The approval certificate ou the 

I voucher is for the siguature of the Superintendent of Construction, who 
acta os the representative of the Department. It is desirable that applica- 
I tion should be made by architects (sUting the couditions under which they 
[ accrue) for payments on account of commissions. 

16. Sample vouchei*8.—Vouebers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, nod issuing vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 
accounting most frequently met with in the preparation of vouebers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 
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THE EXITED STATES 
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Dollu*. 


CU. 
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0,00 
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. settw-ewei^. 
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.g:a. 
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. :.Ms 


401^^ j, 


o ^ 
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Building: E. S, 




READ THIS NOTE CAREFULLY. 



Y«cl2r!*^ •»<i^ •» •» lom,€r npM. Thl. Mwoorandotn, tor irfereoce pnipom »Iel,y, i, . 5ub«itau.. MUj« . literal traoKript mbor. of the eeoount shown on the 

their •'*"“** »»>« «orw.rding their ^eonnu, wUl fill oot the three Un« below (check legend), deUtch the Memorandum oud retain It for 

InallcaMawhoro^r ToarborisfonrardedtotheDrparttnentfor paifmrmt the Momonuidam must arcompanT It and must not be \vi»dh« t 

^IJThJTi^CrSS I>-P«tnient. accomp^tied with the Memorandum, the three lines below (cheok'S^nd) should iL 


ADMIXISTR^VTIVE ACnriON. 

Account submitted for ___ ^ 

Differences as follows: .. 


Amount allowed on voucher ...... _ ^ 


Paid hij check Xo ..., da,ted .. 190 , draivn on _ 

... .» io order of Payee named above, for $ . 

-;i-.-«—V...r Disbursing . 

(N«Deofdl.h«™ingom«r.) * (Clerk oritgent.) --Trf.i^ wherai^.Vd.V 


by - 


2 —anu 
























































































































Voiccher JV’o. 


GENERAL INSTRUCTIONS. 


©rpaaura Sppartmpitt. 

OFFICE OF SUPERVISING ARCHITECT. 


appropriation : 

. 

(Stote full title of appropriation, using bo Jlines if neces 

. 

Amount, S-.O^Triri._ 



For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUNTS OR 


(Name of disbursing officer.) 

Disbursing . .. 

(Clerk or agentT) 


(Place wbcre located.) 


(Period for which account is rendered.) 


190 


HL'Ceivbd. ' 

5 W09 

— 1 Architect. 


1. Form and use.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and poreonal services. Where an account 
is too large to be stated on one form, use additional forms, fastening them 
together in the upper left-hand corner. Mil out the certificates on the last 
form only. 

2 . Title of building:.—State the title of the building on the lino desig¬ 
nated for that purpose, following it with the name of the city and State In 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certificates.—Vouchors received at the Dei>artment without certifi¬ 
cation will bo returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Dcjmrtment when the vouchor is paid at Washington, D. C. 

4. Briefing:.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the Department. Whether os a 8ei>arato vouchor forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must be ailhcred to. 
If the appropriation Is unknown, leave the line blank. For annual oppro^ 
priations consult “ Instructions to Custodians.’* 

6 . Letters of trausniittal.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefiy the work 
done or services rendered, and whether satisfactorily completed or por- 
fonued; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

6 . Itemlzatlon.-rniess issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.— Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8. Reimbursements.— Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not be tAeir oir« convenience 

^ or desire. Whore the stress of public necessity requires officers and em- 
j ployees to use their own funds, the facta should be set out in the vouchers 
I 9. Cori^c'ction of errors.-Errors in computation or extension in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10 . Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 

, proposals, aud all revocations of prior acceptances, must be taken up in 
I chronological order in all vouchors issued on account of such contracte or 

I proposals Items of this character affect the amount of the retained per- 
: centages and the payments to be made, and can not properly bo omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals Involving a charge against two or more ap¬ 
propriations, the contract or proposal must bo taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the contn or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads 


I 12. Finnl settlements.-Vouchers in final settlement of coutractir 
[ under bond must not bo issued without prior authority from the Depart- 
I ment. Such settlements may involve the imposition of a penalty, the 
I determination of which rests with the Secretary of the Treasury', Accepted 
proposals, whose terms may provide a penalty for delay in execution of 
work, should be similarly treated. The completion of work under such 
contracts or accepted proposals should be promptly reported to the Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being mode in detail to any loss or damage sustained 
i by the United States as a rerult of such delay. 

13. Supcriutenclents of construction.—When issuing vouchers 
, for presentation to a Disbursing Agent for payment, Buporintendents must 
' see that they are filled out and complete in every iiarticular, excepting only 
j the check-legend at bottom of voucher, the number, and the lower jiart 
I of the brief on the back. The memorandum, which should be prepared 
with equal care, can only be detached by the Disbursing Agent or at the 
j Departiucnt. 

I 14. Disbursing: agents.—These officers will number their vouchers on 
I the back. In monthly series, beginning each month with the first voucher 
) paid (No. 1), and following this in the order of payment. The blanks in 
^ the check-legend at the bottom of the voucher must be filled out by the 
' Disbursing Agent. lie must make no disbui'semcnts of any kind until 
authorized to do so by the Department, and iijion receiving such authority 
should be careful to observe that bis payments are made in accordance 
( therewith. Under no circumstances should he make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
' accompany bis accounts. (Seealso note on face of memorandum.) 

^ 15. Architects—Tarsney Act,—Architects are required to prepare 

and certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of the Dei^rtmcnt. 
Their form of certification should bo os follows, written or stampiMj on the 
face of the voucher, and signed by them as architects: “Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

I «-•—--The approval certificate on the 

voucher is for the signature of the Superinteudeut of Construction, who 
acts os the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
» accrue) for payments ou account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request. Those forms embrace the methods of 
accounting most frequently met with In the preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
• correspondence. 
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TUEA8UKY DEPARTMENT, 

OmCB OF SUPHIMHINO Akcuitectt. 
F«>riu No. 8G00 

Form approved by the Comptroller of 
the Treasury September 12,1907. 

Appropriation 


VOUCHER FOR PUKCHi 




SERVICES OTHER TUAN PERSONAL. 


N*»f © 

General I iiKtriictioiis 
on back of 
y^Ieuiorandum. 


^ ^ jy ^leuiora 

full tine of appropriation.) 


THE UNITED STATES^ 


To -- de. 

M ^ (Name of ^ei .) ^ p> 

^ Ji /y XJ 1\ Uf/t A J (Jy r> _ 


Addbess: —^--i/-— - ------- 

^Strc»‘OrtKl number.)^ ^ (City or town.) 

^_ —— A— '■ 




(State.) 


Date of Delivery 
OR Service. 


190 


S' 


£). 


LCal/.... 


^'0 


•7^ 
O^' 




0 

4 


—. ^ 

.. 


Unit Price. 


Amount. 


DoUb. 


3 . 0 . 


Cts. 


Per— 



Dollars. Cts. 






v£:<? 


8.6..^..^.>r.. 



OftlOlNALOF 
REFERRED TO AO^DITOR FOR 


TREASURY DEPARTMENTiFOR 
SE-TTl^EMENT^ 'ON »♦♦*•» »■• • ♦ t»-^« •.»« • ■ 

. 

. 0ILc444^C^41-b^l4V 4^-Ct ■• 

- 44>4^--6i5 

^i^c^yUyt' 




«5 


£cc-rcla<fc^. 


Total 



Building ; U. S . Qazu^. Location: ::s; .£^<L^-ea/. 


READ THIS NOTE CAREFULLY. 

Duplicate vouciters are no longer required. This Memorandum, for reference purposes solely, is a substitute. Make a literal transcript above of the account shovm on the 
Voucher. 

Disbursing Agents for Public Buildings, when forwarding their accounts, will fill out the three lines below (check legend), detach the Memorandum and retain it for 
their files. 

In all cases where the Voucher is forwarded to the Department for payment the Memorandum must accompany it and must not be detached. When checks in payment 
of vouchers are received from the Department, accompanied with the Memorandum, the throe lines below (check legend) should be filled in for future reference by Custodians 
and others interested. 


ADMINISTR^VTIVE ACTTION. 


Account suhmitted for 
Differences as follows:.. 


s. 


Amount allowed on voucher ....... 


Paid hy checlc JVb. 


by .. Disbuj'sin^ 

(Name of disbursing officer.) 


..f cl-ated .. 190 , drawn on. 

. ., to order of Pa,yee named, above, for $... 


(Clerk or agent.) 


(Place where located.) 


2—2014 












































































































Voucher JVo. 


QIrrasurg 0r|iartmput, 

OFFICE OF SUPERVISING ARCHITECT, 


APPROPRIATION: 

. 

(SUkto full title of appruprintIuD, uiing iKJtb 11^# if 

. 


ijocessary.) 

r\ CL^O. 


Amountf $./ Zx'y 

IN FAVOR OF ^ 

^ (Name of payee, uaing both lines if 

.. J^jeut^..eAA..<AO.o^-AALr--<!^^ 


.iWlAiUA> 


For Purchases, and Services other than Personal. 


[To be fllied In bj Diebureiug Ofllcer.] 

AOOOUNXS OR 


(Name of dlnbaning olbcer.) 


Disbursing . .. 

(Clerk or agent.) 


(Place where located.) 


(Period for which account is rendered.) 


190 


z—ioi 


I 


■HEASuRj' DEPAttfiVif/y]- 

iif CKIVIL-D. / 4 
0'/: 9 1908 

• - ' ’'' V'Sir)^ Archifoct. 


GENERAL INSTRUCTIONS. 


1. Form and use.—Thie form of voucher will bo ummJ for all czpendl- 
turofi except traveling expennes and ponioiial ■ervlcet. Whore an account 
is too largo to bo sUtod on one form, usif additional forms, fiuttcnfng them 
together in the upper left>hBDd comer, Fill out the ceitiflcatos on the last 
form only. 

2. Title of baildlDjg.—Stale the title of the hnilding on the lino desig- 
naUni for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians Is particularly calUnl to this 
requirement. 

8. Certlflcates.—Vouchers rcccivwl at the Dejttirimcnt without certifl- 
catioD will be returned. The approval blank, for the signature of the 
Assistant Secretary, Is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. lirieflnf;.—The upper briefing on the back (lioth voucher and memo¬ 
randum) must be properly fllied out before the voucher is transmitted to 
the Deiiailment. Whether as a seijarate voucher forwarded for payment 
(in which case the nuuil>cr only is left blank) or as a voucher included in 
the abstract of a Dibhursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the line blank. Fur annual appro¬ 
priations consult lustructions to ('ustodians.” 

5. Letters of trausniittal.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or i»ar- 
fonued; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate exiamditure 
should be Btato<l. 

6 . Itemization.—Unioas issuMl under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Costodinu or 
other officer by authority from the Department, voneben must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges fur telegraphic service must be accompanied 
with copies of the telegrams. 

8 . Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred must be arcomfmnled with receipted bills. Olflcers 
and employees are not entitled to reimbnrsement fur any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it Is feasible 
to forward vouchers to the Departmoot for payment. The measure of 
the feasibility of so making (uiymcnt should not be oim convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of errors.—Errors in cumpiitutiou or oxtensiou, In 
stating dates of contracts, prof>osaIs, and aiithorizutions and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proiKmals, and all revocations of prior acceptances, most be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and am not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving u charge against two or more ap¬ 
propriations, the contract or proposal must bo taken up as a whole for each 
appropriation, and separate vouchers reuderod under each bead, deducting 
from the amount of the coutr. or pruposul in ouch voucher the sum or 
sums properly chargeable to the other Items of appropriations. In this 
manner the contract or proposal la divided under its respective heads. 


' 12. Final sottlements.—Vouchers in final settlement of contract* 

i nnder bond must not bo issued wiihoot prior autbority from the Depart- 
^ merit. Such settlements may Involve the imposition of a penalty, the 
determination of which roots with the Secretary of the Treasury. Accepted 

* proposals, whose terms may provide a penalty for delay In execution of 
work, shonld bo similarly treattsl. Tho completion of work under such 

i contracts or accepto<J proposals should be promptly ro[Kirted to tho Dc|iart- 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being moile in detail t<i any Iom or damage sustained 
by tho L'nitoil States as a rornlt of sneh delay. 

13. Superintendents of construction.—When issuing vouchers 
I for presentation to a Disbursing Agent for payment, suporin ten dents must 
I see that they arc fillet] out and complete in every particular, excepting only 
^ the check-legend at bottom of voucher, tho number, and the lower {lart 
i of the brief on the back. Tho memorandum, which shonld bo prepared 
' with equal care, can only bo detached by the Disbursing Agent or at the 
Department. 

I 14. Disbursing; ag^ents.—Theeeoincers will number their vouchors on 
, the hack, in monthly scries, beginning each month with the first vooeber 

• paid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at the bottom of tho voucher must bo filled out by the 

I Disbursing Agent. He must mako no disbnrseinents of any kind until 
I authorized to do so by the Department, and upon Foceiving such authority 
< should be careful to observe that bis payments are made In accordance 
. therewith. Coder no circuinatances should he make a payment in ailvance 
for work or services of any kind. No transmitting letters are required to 
accomiiany his accounts. (See also note on face of memorandum.) 

16. Architects—Tarsney Act.—Architects am required to prepare 
and certify vouchers, in payment for work dune under their local super¬ 
vision, in accx>rdance with the regulations and rules of the Dciiartment. 

I Their form of certification should be os follows, written or stuiu[>ed on the 
( facx} of the vouchor, and signed by them as architects: Certified as to cor¬ 
rectness and v'aloe of service performed, and approval for payment in the 

amount suted, viz, $-’* Tho approval certificate on the 

voucher is for tho signature of the SaperiDtendent of Construction, who 
acts as the represcntalive of the Department. It is desirable that applica¬ 
tion shonld be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchors, combined in sets, for distribution 
to those charged with tho duty of preparing, certifying, and issuing voueb- 
I ore, will be furnished upon request. Those forms embrace the methods of 
- accounting most frequently met with in the preparation of vouchers, and a 
^ reference to them as a guide will save time and avoid much unnecessary 
^ correspondence. 
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ZJ... 


iiiiopriation.) 


ilZ) c. 


(Btjitci of aiMii 

THE UNITED STATED, - (] / /jX-f "/ 

To__ ^alAAAy...y..JxAs/^Q/i/yy.. -- 

, ' / ^ 1 . (Namo of 

. I .XJ e'l'LAj ecv; 


Note 

Goiierul I iial riM’lio**** 
on Inirk of 
]>I e m o r u 11 (1 u ni. 


Addiiekh : 


&..:L 


(Street iirfil nuiiibor.) 


(City or t«»wii.) 




Date or Dbuvery 
OH Service. / 



ITEMB. 


^<L-0^:y.a.^l4yux- ci ...— 

/y-M.-cxrxr/i^ 


JOZjo. - 

. ^^.^jnA/UMAAaJc..iZ jUU... 

OF.THIS ACCOUNT . .. 

T'^F^RRtD to AUDITOR FOR 
rREASURY department. FOR 
' W • ^’*^^00 . 

-] 'pctiynt<!An^ . 

. 

' ()C ^<444; Fo , 

cccVttor 

ii ve/c\ S. o| -tfie ^ 


Unit 1' 


Bollii. 




Amount. 


Cts. 


LSooo (TO 
J..S,So0 o o 


Do] lam. 


eta. 


o 


.ZS'O 


.2 Z^o 
/ 


,0.0 


O o 






Total. . 


\Z.ZS'Oc^_ 




Building : U. S-/./ 


Location: 






READ THIS NOTE CAREFULLY. 

DupticiU rourhtr, art no longtr rrqnirod. Thl« Meniorandoni, for reforonc® punwM* wloly, 1. a .ubatllutc. Make a literal IranKript aboYe of tlio account ihown on tha 
^"'“"'Dr.lmralng Agont. for Public Building!, when forwarding their account!, will Hll out the three llnee t«low (check legend), detach the Memorandum and retain it for 

their nh-a Voucher i« forwarded to tho Department for pai/meiU the Memorandum muil accom|>eny It and mnrt not be detacho<l. When check! In pasrment 

of voaoheraaro rfceivei from tho Department, accompanied with the aiemomndnm, tbo three line* below (check legend) Ehonld bo flllotl In for future reference by Curtodiant 
and others Interested. ____. ----- 


ADMINISTI^ATIVK AC'TION. 


Account suhinitted for . 
Differences as follows:. 


ZZIZZ- . i ^----- 

Amount allowed on voucher .-.-. ^ 

Paid h,j check Xo. . .. , dated .. 190 , drawn on . 

... to order of Payee named above, for $ . 

h,. . Disbur\sin^ ..-.. ..--- 

.(Nameof dlolm,:rinVo^^^^^^ ^ (Clork or agent.) (Place where locaU^.) 


2 —2l>ll 























































































































Voucher 


OlmiHurij ?3rpartmrut, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 

'huJr:fiMU.c 

(8tHlu full iltin of a(i|iro|iriulioij, ualiiK IhjIU Ift^ If imroMary.) 

. Ca/la.’C/V, 



AniowU, ^ S'O .T.!^.. 

p INKAV^OF - 
(Niiino of iiRlug both lino* If . 


For Purchases, and Services other than Personal. 


[To Iki flllwl In by IilabutnJug OIHcer.J 
ACCOUNTS OF 


(Natuu of dlebureJng otllcur,) 

Disbursing ____ 

(Clork or UKout!] 


(Pliu e whon* lo<-ato(J.) 


(P«rlo<l for H blrh ftcrouiit l« rifiiiiorffri.) 


, 190 


2—;^oi4 


GENERAL INSTRUCTIONS. 


1. Form find uimi.—T liie form of vonrimr ivlll Iw need for»II «xp«odl- 
turoa Pic4*pt traveling oxppnai»* find fieraoiml uert\c4M. Wbero tij account 

^ la bio laru6 Ui ba atfitml on one form, uai* addillorittl forma, foatcnJng tbern 
^ togotlmr In Ibo u|>|mr bifbliund cornor. Kill out Iho rortlttt«ti*a on tbo Inat 
I biriii only. 

2. Tltlo of l>iillflliig,~<Htatc tho tltli< of ibo building on thci lino d«alg> 
^ rialfd for that purfioao, following ll wlUi tbo mtino of tbo rity and 8tiito in 

which locutod. Tho atU'fitlon of CuitodianB la fiartlrolmrly cwIIimI to thia 
I nHjuIrQUiont. 

, I 8. Cnriiriciite^N.—Vourhora rocolTod at tho Doyiartrnont without cortlfl- 

I cation will bo roturniKl. Tlio ajiproval blank, for tho algnaturo of tho 
Aaalalant HfKTotory, la for iioo only by tho rovlowlng authority at Iho 
Ihiiiurtuicnt whim Iho vouchor la imld at WMahliigton, D. C. 
i. Hrlonrig.—Tho upyoir hrlpfing on tho Ihu k (Imth vouchor and iiiouio- 

1 / randimi) nniat I>o properly flilod out boforo th» vourhor la tranarnittod to 
tho Dopurtnii iit. Whothor ea a ai^pnintc vom her forwanlod for payment 
(In which caao tho nunilM r only la left blank) or aa a voucher Imduddl in 
{j thoabaliart of a Dlaburalng Agont, thlo roijuiroinimt riiuat bo mlhonwl to. 

k lf tho appropriation ia unknown, leave tho lino blank. For annual appro- 
prialiona conault ** JuatruetJona to t'uatoillana.'’ 

I fi. Lniiora of t rufiHriilttal.^A(vx>inf>any all voin hera fwr uDHutbur- 
p iznd oxiamdlluroa with lettera of tranamltUil. Deacribe brleny tho work 

f doiio or eervlcoa nmdorod, and whatln r aatlafacloHly completoil or |*er. 

fonuoil; If for nrllcloa or auppllea, wheUnr rocidved In rockI condition; and 
j tt brief reforonco to the unmrgency which rtHyulrod IJimifMliato oxpi ndlturo 
ahoiild be atatCNl. 


I 0. Itonril/.atlon.~r:nleaa ImuimJ under a oontrart or acceptod propoaal 
I on tile at the Dcimrtrnimt, or under a propoaal aireptod by a Ouatoillan or 
j ■ other onicor by authority from tho Department, vouchera muat bo Itemized. 

■ indicating the lalmr, iiiiitorlal, and arUclea aupplloil, and tho unit of price. 

7. TulogrHnia.—Chargea for tolographic oorvlco muat bn accoifjiainied 
with eopleaof the telograma. 


f 


h 


t 


8. lloliiiburaunHjntN.—Vouchera covering a raimburoement for minor 
oxpeiidlturea incurrod muat bo Hrcomjfaniwl with receipted bllla. Offleera 
and employoea are not eiitltlod to rolmhuraoment for any exyiondlturoa 
made from their private fumla (other than for purely penional traveling 
oxpenaoa), except under atreoa of urgent or uuforoocen i»ublir necoaalty 
Before ualiig their own funda, theyahould nocertaln whether ll la fioialblo 
to forwanl vouchera to the Department for payment. The meoauro of 
the feaalblllty of oo making |)aymcnt ahoiild not bo t/ojir oum convenience 
ordo-lro. Whore tho atroM of piihlto noceoalty rorjulrea offleera and em- 
ploycea to use their own funda, tho fac b. ahould be net out in the vouchoni. 

9. Correct ion of errora.-Errora In computation or extciialon, In 
atating dntna of contrarta, profMHiala, and authorizationa and tho omloalon of 
aignamrea from certllicatoa ahould bo carefully guanlod agalnat. 

10. Adilitiona anti <lcc]uctl<ina.—All accoptanccs by the Depart¬ 
ment involving ndditiona to or doduclioua from formal contracUor accepted 
proimaala, and all revocatlona of prior occeptoncea, miut be taken up in 
chronological order In all vouchera loaued on account of aucli contnicta or 
propoottli Itema of ihla character affoct tho anmunt of the retained per- 
centagoa and the payment to be made, and can not proyierly be omitted. 

n. I>Jv1h1oii under uppropriationa.-Iii vouchera ioam^ under 
contracts or accepted propooula involving a charge agalnat two or more up- 
propdtttlona, the contract or proponal must be taken up a« a whole for each 
appropriation, and aeparale vouchera rendeml under each head, ilcductlng 
from thoamuantof the contr or pi^opooul In each vouchor the aum or 
lunia pro|>erly chargeable to the other Itema of appropriatiuiia. Jn thla 
manner the contract or propoaal is divided nndor its reopectlva hcoda. 


12. Final aoltlomonta,—Vouchera in final fwtilement of cootraciw 
O »der lx»nd muat not he hoiuod without pri/>r authority from the lJe|;a.rt- 
ti wut. 8nch oettlamonta may involve the im|foritioo of a penally, the 
d (enntuatifin of which reata with the iJerreUry of the Treaeary. Ao ry^ted 
pio|K.«Mla, whoae terma may jirovide a penalty for delay in axrcnilam of 
W>rk, ahould be ■liiillarly troatwi. The completion of work noder eoeb 
odntracta or accepted yiropooale should he promptly reported to tire iJNryaut- 
nt^nt, with a statement of account and a full explaaalloD of tbocaoeaeof 
If any. reference being ma/te In detail to any loos or damage ouataJned 
hy the Unlteil Btatea aa a rerult of ouch delay. 

[18. Hupnrliitendnnta of conatructlon.—W'hen iaaralng vouchera 
fte" prceentatlon to a Dlaburalog Agent for yasyment, auywrintendeota maet 
msf that they are filled out and comydete In every fMirtlcular. excepting ouljr 
lUo check-legend at Ixittom of voucher, tb«* number, and the lower part 
of the brief on tho back. The niemorandum, which should be prepared 
wfth iMyual care, can only bo detached by the DUtmniirig Agent or at the 
lUsimrtrnf’nt. 

*14. I>lalrurNlii]g nuynnta*—Tlntac offleera will number their vouchera on 
l1[o hack, In monthly teriaa, beginning each month with tho Aral voucher 
pfM (No. 1), and following thla In the order of yaiymeut. The btaoka In 
the check-legend at the botbmi of tho vom ber muat he fllhfd out by the 
Dfiitiuralng Agent, lie must nuikc no dlalmraemenU of any kind unUl 
aiplhuri/««d to do oo by the Deyiurtment, and iiy>oii rveeiviug ouch authority 
ahould bo careful to obaerve that hie paymeuta are made in accordance 
tl^srowllh. LTnder no clrcnmatuncoa ahould he iitako a jiayment In advance 
fdr work or aervb.iw of any kind. No tranamitUng lettera are rwynired to 
a^’oin|iany hla accourita. (Beealoo note on face of mcnionimluni.) 

1ft. Archltocta->Tfirfinoy Act,—Archllocta are required to prtqiara 
agd certify vouchera, In y»aymerit for work done under their local auy^r- 
^ion, In accordanco with tho regulatlomi and rulra of the Department. 
Tliftlr form of certification ahould lie oa followa, written or alamy>ed oo the 
of the voucher, and algnwl by them aa aixhitecta: “Certifiwl aa to ciir- 

J tncae and value of oervice p<*rfoniJfxl, and approval for y>aynicnt in tlo* 

ount .taU^.1. viz, $..•» ^ 1,0 approval certificate on tlie 

vdiichor la for tho algnature of the Superintendent of ConatrucUon. who 
oMa aa tho repreoentative of the Doymrtmout. It is deairable that ayiplica- 
Uhn ahould bo luado by arcbliocta (aUting tbocondltlona under which they 
a^ruc) for paymonta on account of commloaiona. 

pfi. Bfimplv Vfiuchcra.—Vouchera, combined in oeta. for di«tribution 
to thooc- cbargwl with tho duty of preparing, certifying, and loaning vouch¬ 
ed, will be funiiahod upon ro«|Dc«t. Theao forma embrace the methcxla of 
•counting moat frequently met with in tho preymratlon of vouchera, and a 
ruferefico to them aa a guide will save time and avoid much unnoceoaary 
oa|rrca|K>Ddence. 
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TREASURY DEPARTMENT, 

OrncE or ScprxwMNu Auchitect. 

Form N*>. 8000. 

Form approved by the Comptroller of 
the Treasury' September 12, 1IK)7. 

Appropriation: 

THE UNITED STATES, 


VOUCHER FOR PURCHASES, AND SERVICli< OTHER THAN PERSONAL. 




N«»t« 

General liiHtructiooa 
on hack «»f 
Memorandum. 


(Sta.' API^ropriatioD.) 


Address 



To}LO^ 'hAA^.%j A.Asi./!^..0.Jky. __ Dr. 

„ LZS..OS.. 


(Street and uumbt^r.) 


(Citj' or town.) 


(State.) 


Date or Delivery 
OR Service. 

190Ci . 


ITEMS. 







Unit Price. 


Amount. 


DoUb. I CtB. 


^ycAiuAyLi^. . ...Cj ySTQ.. 

iAAAJLW^ ilAA.^u/xy - . 


OHIOJNAL OF THIS 
RSFrlRRi^D TO AUDIT^P^ H 
treasury DEPARW^TiROrt 

settlement, on* 


• ‘ • L ..pa«4ij- 





Per— Dollars. 


eta. 


2 


Jt‘M5 


J.K,OOQ...a.A 

...8..0_7 »5“.a.p 
.C|, ^ iS^p. o. 








int 








Total. 


l:Z3^2r aS-O 


Building : U. 


S. .^^hAAjJr. -- Location: 




LSI _ 


READ THIS NOTE CAREFULLY. 


VonclSr^^^^'' ^ required. This Memorandum, for reference purpoboa solely, ia a subaUtute. Make a literal transcript above of the account shown on the 

their filea"^"”**^ Buildings, when forwanllng their nccounta, will fill out the three lluea below (check legend), detach the Memorandum and retain it for 

In all cases where the Voucher ia forwnrdwl to the Department for pajpnent the Memorandum must accompany it and must not be detached When checks in na^mient 
of vourhers are received from the Department, accompanied with the Memorandum, the three lines below (check legend) should he flUed in for future reference by Cu^iann 
and ottiors tntcresied. *' 


ADMINISTRATIVE ACTION. 


tdernunt siihmitted for 
Differences as follows:. 


Am omit allowed on voucher 


$. 


Paid by check Ab. ..., dated ., WO , drawn on 

.. .., to order of Payee nam^d above, for $... 

.T*-.i-H.i. -. ■« V--' Diebursinrf 

(Name of disbursing officer.) 


(Clerk or agent.) 


(Place where located.) 


2—2014 













































































































































Voucher J^o. 


GENERAL INSTRUCTIONS. 


©rpasurg Spjiartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 

APPROPR I AXIOM : 

(State full title of apuopriatiuD, ueiu^butb lines it neccssar;.) 

. -A^X.-^daXY^L^., . 

Amount, 3.^ Zf xri?:... 

IN FA^R OF 

.. 

yj (Name of payee, using both lines if necessary.) 


For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUNXS OR 


(Name of disbursing officer.) 

Disbursing .. 

(Clerk or agent.) 


(Place where located.) 


—., 190 

(Period for which account is rendered.) 


2—2014 


TREASURY DEPARTMENT, 

RECEIVED. 

MAR 5 1909 

Office of Supervising Architect. 


1. Form and us€^.—This form of voucher will be used for all cxpendi> 
turcs except traveling expenses and personal services. Where an account 
is too large to bo stated on one form, use additional forms, fastening them 
together in the upper left-hand corner. Fill out the certificates on the lost 
form only. 

2 . Title of building.—State the title of the building on the lino desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certificates.—Vouchors received at the Department without certifi¬ 
cation will bo returned. The approval blank, for tlie signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the Department. Whether as a separate voucher forwarded fur payment 
(in which case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the lino blank. For annual appro¬ 
priations consult “ Instructions to Custodians. 

5. Letters of truiisiiiittal.—Accom|)any all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefiy the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received In good condition; and 
a brief reference to the emergency w hich required immediate expenditure 
should be stated. 

6 . IteinizatioD.—I nless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must bo itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must bo accompanied 
with copies of the telegrams. 

8 . Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred must bo accompanied with receipted bills. Officers 
and employees are not entitled to reimbursoment for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to fomard vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not be thrir own convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10 . Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocaUons of prior acceptances, must bo taken up in 

i chronological order in all vouchers issutnl on account of such contracts or 
j proposals Items of this character affect the amount of (ho retained per- 
I centages and the payments to bo made, and can not properly be omitted. 

. 11. Division under appropriations.-In vouchers issued under 

i contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the coutr -)r proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


12 . Final settlements.—Vouchers in final settlement of contmetc' 
under bond must not be issued w’ithout prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Accepted 
proposals, whose terms may provide a penalty for delay in execution of 
work, should be similarly treated. The completion of w'ork under such 
contracts or accepted proposals should bo promptly reported to the Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being made in detail to any loss or damage sustained 
by the United States as a renilt of such delay. 

13. Superiutenclents of construction. —When issuing vouchers 
for presentation to a Disbursing Agent for pajunent, superintendents must 
see (bat they are filled out and complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and the low’er part 
of the brief on the back. The memorandum, which should be prepared 
with equal care, can only be detached by the Disbursing Agent or at the 
Department. 

14. Disbursing agents,—These officers will number their vouchers on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at the bottom of the voucher must be fillo<l out by the 
Disbursing Agent. He must make no disbursements of any kind until 
authorized to do so by the Department, and upon receiving such authority 
should ho careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (See also note on face of memorandum.) 

15. Arcliitects—Tursuey Act.—Architects are required to prepare 
and certify vouchers. In payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of the Dei)artment. 
Their form of ceitificatiou should be as follows, written or stamped on the 
face of the voucher, and signed by them as architects: “Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, $-xhe approval certificate on the 

voucher is for the signature of the Superintendent of Construction, who 
acts os the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.-Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ors, will be furnished upon request. These forms embrace the methods of 
accounting mast frequently met with in the preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 








































TUEASrUY DEPARTMENT, 

Office of Sup^rmhinu Aiichitect. 

Form No. 8600. 

Form ttpprovwl by the Comptroller of 
the Treasury September 12 , 1907. 

Appropriation:.— 
THE UNITED STATES, 


VOUCHER FOR PURCTlASEb, AND SERVICES OTHER THAN PERSONAL. 


Note 

Genernl liiKtructiona 
oil hack «>f 

j Sleiuoraiidani. 

|(title of appropriation.) 


\.Q. _, De. 



Address: —. 


Datk or Deliveet 

OB Service. 

ITEMS. 

UxiT Price. 

Ajcouxt. 

190C 

j 

1 

Dolls. 

Cts. 

Per— 

Dollars. 

1 Cts. 


J.L. 






1 

1 






j. 

. 

. 

— 



’ O 




















































bvvrM’ 

iryc 

V. 







1 

.1 

^ .U 



. 




-— . 

.. 


II»45:SW^ 









tT~t> 


Building : U. S... ...fhiAJ... 


Location: 


READ THIS NOTE CAREFULLY. 

aru no longer required. Tliia Memomndum, for reference purposes solely, is a substitute. Make a literal transcript above of the account shown on the 

thoir BuildiDKS, when forwardin,^ tlieir accounts, will fill out the three lines below (check legend), detach the Memorandum and retnin it for 

In all coses where the Voucher is forwarded to the Department for payment the Memorandum must accompany it and must not be detached When checks in i»avmpnt 
aLl o“therrimei4S'''^'^ Department, accompanied with the Memomndum, the three lines below (check kgend) should be fiUod in f^ future mfereu^ by CuSi^J 


ADMINIS'TRATIVK ACHTION. 


Account submitted for 
Differences as follows:. 


Amount allowed o?i voucher .... ^ 


FaUl by check JVb. 


by .. Disbursing 

(Name of disbursing officer.) 


dated, ...^ 190 , drawn on 

to order of Payee named above, for $ 


(Clerk or agent.) 


(Place where located.")" 


2—2014 















































































































Voucher Jfo. 


GENERAL INSTRUCTIONS. 


©rraHurg Srpartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 

APPROPRIATION: 

_ 

(State full Utlo of appropriation, using both if necessary.) 

. -Ji^-€LAAA./;^C/V. _. 

Amount, . 

. IN F^OR OP 

^-/:y.inxA{jO.C!:yyfxA^.^ 

(Name of payee, using both lines if necessary.) 


For Purchases, and Services other than Personal. 


[To be filled in by Disbnrsiug Officer.] 
AOOOUNXS OR 


(Name of disbursing officer.) 

Disbursing ..... 

(Clerk or agent.) 


(Place where located.) 


..., 190 

(Period for which account is rendered.) 


2-j20l4 




i , 

19U9 


1. Form and use.—This form of voucher will be used for all oxpendi- 
tures except traveling expenses and persoual services. Where an account 
is too large to be stated on ono form, use mlditional forms, fastening them 
together in the upper left-buud comer. Fill out the certificates on the last 
form only. 

2. Title of building:.—State the title of the building on the line desig- 
il natod for that purpose, following it with the name of the city and State in 
!\ which located. The attention of Custodians is particularly called to this 
4 \ requirement. 

. 3. Certificates.—Vouchers received at the Department without certifi- 

^ cation will bo returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the vouchor is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo- 
I randum) must be properly filled out l>ofore the voucher is transmitted to 

the Department. Whether as a soparato voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must bo adhered to. 
If the appropriation is unknown, leave the lino blank. For annual appro¬ 
priations consult “ Instructions to Custodians.'* 

5. Letters of trausniittal.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or serrices repdored, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether rtceived in good condition; and 

. a brief reference to the emergency which required immediate expenditure 
L should be stated. 

^ 6. Itemization.—Unless issued under a contract or accepted proposal 

on file at the Department, or under a proposal accepted by a Custodian or 
^ other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

. 7. Telegrams.—Charges for telegraphic senice must be accompanied 

^ with copies of the telegrams. 

8. Beimbursements.—Vouchers covering a reimbursement for minor 
j' expenditures incurred must be accomi^anied with receipted bills. Officers 
' and employees are not entitled to reimbursement for any exiienditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity 
Before using their own funds, they should ascertain whether it is feasible 
“ to forward vouchers to the Department for payment. The measure of 
; the feasibility of so making payment should not be their own convenience 
i or desire, ys here the stress of public neces 8 it 3 ' requires officers and em- 
ployees to use their own funds, the facts should be set out in the vouchers. 

. 9. Correction of errors.—Errors in computation or extension, in 

, stating dates of contracts, proposals, and authorizations and the omission of 
I signatures from certificates should be carefully guarded against. 

I 10. Additions and dedactions.—All acceptances by the Depart- 
) ment involving additions to or deductions from formal contracts or accepted 
• proposals, and all revocaUons of prior acceptances, most be taken up in 
, chronological order in all vouchers issued on account of such contracts or 
•I proposals Items of this character affect the amount of the retained per- 
I centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.-In vouchers issued under 
» contracU or accepted proposals involving a charge against two or more ap- 
!j propriations, the contract or proposal must be taken up as a whole for each 
appropriaUon, and separate vouchers rendered under each head, deducting 
from the amount of the contix or proposal in each vouchor the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


• 12. Final settlements.—Vouchers in final settlement of contracts- 
under bond must not be issnod without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
ictennination of which rests with the Secretary of the Treasnry. Accepted 
proposals, whose terms may provide a penalty for delay in executioo of 
work, should be similarly treated. The completion of w*ork under such 
pontracts or accepted proposals should be promptly reported to the Depart- 
lent, with a statemeut of account and a full explanation of the causes of 
leluy, if any, reference being made in detail to any loss or damage sustained 
ly the United States as a ret ult of such delay. 

13. Snperiutendents of construction.—When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents mast 
lee that they are filled out and comif!fj(^ in every particular, excepting only 

i he check-legend at bottom of voBther, the number, and the lower part 
f the brief on the back. The memorandum, which should be prepared 
rith e<|uul care, can only be detached by the Disbursing Agent oral the 
)epartment. 

- 14. Disbnrsing: ag:ents.—Those officers will noiubor their vouchers on 
he bock, ia monthly series, beginning each mouth with the first voucher 
>aid_ (No.J), and following this in the onler of payment. The blanks in 
he chcck-lcgend at the bottom of the voucher must be filled out by the 
disbursing Agent. Ho must make no disborsements of any kind until 
.utborizod to do so by the Department, and upon receiving such authority 
hould be careful to observe that bis payments are made In accordance 
herewith. Under no circumstances should he make a payment in advance 
Dr>ark or services of any kind. No transmitting letters are required to 
WMSpmpaqy hia accounts. (See also note on face of momorandum.) 

1 & Architects—Tarsney Act.—Architects are required to prepare 
ind certify vouchers, in payment for work done under their local super- 
dslon, in accordance with the regulations and rules of the Departmeut. 
rheir form of certification should be as follows, written or stumped on the 
^ce of the voucher, and signed by them as architects: “ Certified os to cor- 
^tuess and value of service performe<l, and approval for payment in the 

.^ouut stated, viz, 9 -*’ The approval cortificato on the 

oucher is for the signature of the Superintendent of Construction, who 
lets as the representative of the Department. It Is desirable that applica- 
ion should be made by architects (stating the conditions under which they 
iccrue) for payments on account of commissions. 


16. Sample vouchers.—Vouchers, combined in sets, for distribution 
those charged with the duty of preparing, certifying, and issuing vouch- 
irs, will be furnished upon request. These forms embrace the methods of 
MJCouuting most frequently met with in the preparation of vouchers, and a 
•ferenco to them as a guide will save time and avoid much unnecessary 
< lorrespoudencc. 



































Building; U. S. 


Location: 




...AD-joJ-G. 




READ THIS NOTE CAREFULLY. 


or, hngin- required. ThK Memomndum. fur ruf«roa« i.«nH>«« «loIy. 1. a .ubrtUut.., Make a literal tr.n«:ript abor. of the acooant ahown on th. 

''""''I'r.butelD* AKeute for Public lluildlnga. when lorwanU..g their acconnte, will fill out tl.o three Uuo. below (check legend), detach the Memorandum and retain It tor 

their lllei. t„ 11 .„ neiiartinent for iHiument the Meinomnduni muet accompany It and moat not be detachwl. When checka in imyment 

of Tom h.^1 frJm u"i nepmS it U.o Men'mndun., U.o three line, helow (check legend) ahoold 1 h> filled in for future reference by CuabKhana 

and olbcni lnU*rwitoda ______ - . ----- 


AnMlNISTl^A'TIVE ACXION. 


Account suhrnitted for 
Differences as fnUoivs: 


Anwunt allowed on voucher 
Paid hij check J^o, 




(NamA of dl«buri»lng offlcAr.) 



dated* .. 

., to order of Payee nairied 


, drawn on _ 

aboveg for $ .. 


, Dishursinf^ 


(Clotk or agATit.) 


(IMa*'*! Hhero U»calr^l.) ' 1 —2<n 1 
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341 i 6'"’'^"’'’ 


®ri'a«urti irvartmrut. 

OFFICE OF 8UPERVISINQ ARCHITECT. 

_ 


APPROPR I ATIOM • 



For Purchases, and Services other than Personal. 


[To bf» nih«J lu by Dloburoinff Oftliwr.J 
AOOOUNTS OR 

‘ ^ •••mm mmmm.mmmm, mmmmmmmm’mm, 

(Naiui) of illeburtlug untcor.) 

Dhbursing . 

(("fork or Bg^Dt) 


(I’luco Hliprt' locatiHl.) 


fi»r wbii'h »('«ount l« r«uiloio«i.) 


, 190 


8—‘JO 14 


I 1* V 1 .. ■ i 






l 

t 

\ 


GENERAL INSTRUCTIONS. 


1. Form 1111(1 'Title form of voiK'lier will b«i iiefnl for all cxpendl- 
tun*ii (*xif |»t (mvollng •Kponeoa nml pBreontil porviron. Wboro an account 
la Uh> largo to bo nUiiod on ono form, uao lulUitlonuI forma, fiiatouing them 
togothor In tlio uppnr loft-liumi cornor. Fill out the rortincntoa on the luat 
form only. 

•J. TIMo of t>iilI(llnf(,.Hlato the titio of Hm building on tlm lino dealg- 
natod for lliiit purftoae, following it with Hip niinio of the city and Stnto In 
which located. Tho attention of ('iiat4i(Jiaua la imrtlciilarly rallpd to thU 
n>(|Ulrpmont. 

«. C'(«riinriitoH.—Vouchnra rtHoWckl at tho rip|mrtm#nt without roitlfl- 
catlon will bo rotunuHl. Tho approval blank, for tho algnaturo of tho 
AMiietant Hw'rctury, la for uao only by tho reviewing authority at the 
Dcparlmnnt when the vouchor la paid ot Wnahlngtoii, 1). C. 

4. Ilrlonng:.—The upper brlnniig on the bm k (Itoth vouchor and niomo- 
raiidum) niuet bopn.poily flllod out boforo tho vouchor la tranamittod to 
tho Hoparlmont. Wln thor aa a aoparuto voiirhor forwarded for payment 
(in whU h cuae the numbor only la loft blank) or iia a voucher Included In 
the almtiact of a Diebiiming Agent, thin ro^juiiomcnt luuet bo lulbered to. 
If tho appropriation ia unknown, leave tho lino blank. For annual oppr<> 
prlatlona conault •• Jnatructlona to (’uetoilluna.** 


ft. Li'ttrra «f triinanilitul.-Acconipany all vouchom for iinauthor- 
J land ex|)cijdlturpp with let loro of trouamltUil. Dcarribo brietly tho work 
f done or aorvlcoa rcmlorod, and whether aatlafactorily complelofl or r>or- 
foriiuHl; If for arllchMi or atipplltm, whether received In good condition; and 
a brief n-fereuco to tho emorgeuoy which roijuirod iniuiifllato oxpcndlturo 
ahoiild be atatoil. 

» 0. lt <uiilKatl(»a.~Fuleai« isauofl under a contnu t or accepted proposal 

' on tile at the l)P|iartmeiit, or under a propoaaj accepted by a f'uatcHlian or 

t other offleor by authority from tho Department, vouchor, mii.t bo Itemized 
indicating tho lolM>r, lualorial, and artIcJcM .uppliod, and tho unit of price. 

. 7. Tolfgraiiia.—('harge. for tolographio .ervice iiiu.t bo accompanied 

f with copie. of tho telegram.. 

£ ». Uclmbiiramnonta.-Voucher, covering a relmbuiwomeut for minor 

i expenditure, incurnnl must ho lucomiMinli-d with rocelptod bill., omcer. 

and euiployoea aro not entitled to rolmbiimoment for any oxrK*udituro. 
.1 made from their private fund, (other thou for purely penumul traveling 
expenses), except under .trei« of urgent or unforeoiH.n public iiecfwHy 
lleforou.Ing their own fund., they should lucortaln whoUiur It i. fea.lblo 
; to forwanl voucher, to the Department for poyiuont. Tho nature of 
the f(«.lbilily of so luukhig payment iboiild not Ihj (Arir oira convenience 
or desire. Where tho stress of public uoci^ity requires officers and om- 
ployee. to 11.0 their own fund., tho facts should be isti out in tbo vouchor. 

1 I» Corri^otl.in ot ernvra.-Errors iu computation or extoiislou iu 
A ilating dates of contracts, proposals, and aulhorlxatiou. and the omissloi of 
J; slgmilurc. from certificate, should be carefully gminlod ngaln.t. 

10. Additions and dcdut'tloiia.— All mnreptances by tho Popart- 
nient Involving additions to or doduclions from forn al cx>ntrttct. or uccentod 
^ piH.poHals, and all revocation, of prior acoopianw^s, must bi. taken up in 
1 chixmologlcal oMor In nil vouchors ImucU on account of such contracU or 
proposal. Item, of this chamctor arT»M.'t tbo amount of the rotalnod per- 
conUgos ami tbo payment, to be nindo. and cun not properly bo omiltod 
• II. DIvlalon (ind(»r uppioprlatlona.-lu vouchoni ls.ucd uudor 
contrucUi or accepted proiiosul. Involving a charge agniii.t two or more op- 
prupriatlon., the contmet oi proposal must bo taken op a. a whole forench 
appropriation, and sopanite vouebor. reuderwl under eacii head, deducUug 
from tbo amount of the contr. or pnqmad in each voucher tho sum or 
■uius properly cbargewblo to tho other Homs of appropriation. I„ thi. 
luanuor (ho contract or propowil i. divided under its n^poctlvo head. 


15f. Final aottleroonts.—Voocboni In final scttioiDent of coQtracts> 
undpr bond inu.t not bo istued without prior authority from the Dofiart- 
nioiit. Such settlement, may involve tho ImiKMltion of a fionnlty, the 
dotenniuatioii of which rest, with the Secretary of the Treasury. Accepted 
prp|)osaIfl, w’ho.fi tonus may provide a penalty for delay in execution of 
x^or|(, should bo similarly tniitod, Tlio C4»mplotJon of work uud( r such 
coidracti or acceptor] pi-oposols should bo promptly nqmrted to the Depart- 
uiem, wKh a.tatemcnt of account and a full explanation of the causes of 
del^, If any, rofcixmce Mng made in detail to any low or damage sustained 
Ipw Dnltcri States a. a remit of such delay. 

IJf. SuporJiitoiuleiits of ooiiatruotion.—When Issuing vuucbom 
for preRoritatlun to a Disbursing Agent for payment, suporlntenderits must 
see that they ar« IIIIckI out aud cotiipleU* in every particular, <«xce|»ting only 
the check-legend at Imtioni of vouchor, tho number, and tbo lower part 
of dlie brief on tbo buck. The iiionioraudum, which shoulrl bo prepared 
with equal euro, can only bo detached by tho Dlsbumlng Agent or at tbo 
Department. 


rho^acli.ln monthly scries, beginning each month with tho first voucher 
paid (Xo. 1), and following this in tl^o order of payment. Tho blanks in 
the rbeck-legcnd at tho liottoui of tlio voucher must Im flilor! out by the 
Disbursing Agent, ilo must muko no dishiirHementH of any kind untii 
uutllorlzed to rio so by tbo Department, mid upon receiving such authority 
shogld bo careful to observe that hi. payiuorits are made iu accordance 
tho^-wlth. Umlor no circumsUncos should lie make a payment in advance 
for work or sorvlros of any kind. No transmitting letters are required to 
ttccuunts. (See also note on face of lucoiorunduni.) 

1^. ArchituctH-Tarsnoy Act.—Architects aro required to prepare 
amicertify vouchors, lu payment for work done under their local super¬ 
vision, in ucc^ordanco with tbo regulations and rules of Uio Deiiartmenl. 
Th^rform of certification .lioiild bo as follows, written or stamped on the 
fttC(| of tbo voucher, and signed by tboiu as archlttcds: “Certified os to cor- 
recIne.MM and vnluo of service performed, itod approval for payment In the 

omiuiit stat«l, vis, $-n approval (?erimcato on the 

voijhor is fur the .Ignatun. of tho Superintendent of (^instruction, who 
aetda. tbo rtiprusoiituiivo of the DeiMirtmont. It is desirable that upplico- 
Uorfsbould be made by arahlUMJts (.Uting tbo conditions under which (hey 
acejuc) for paym«mts on account of commlMlons. 

li Sample vouchera.-Vouchers, combined in sets, for distribution 
o chnrgotl with the duty of preparing, certifying, and issuing vouch- 
ei^wlll bo furnisbeU uiam request. Those forms ombruco the method, of 
ac^iillng moHt froquonUy met with In tho praparation of vouchers, and a 

witMi*>oudmco**"' uuueciwsary 

























TUEASUKY DEPAllTMENT, 

OrricK or tiup>Rvini>iu Auciutkct. 

Ft»rui No. 8G00. 

Form approved by the Comptroller of 
the Treasury September 12, 1907. 

Appropriation 

THE UNITED STATES, 


VOL’OUEB IX»U I>LIICUASES. AND SEKVlChij OTHER TUAN PERSONAL. 


Addhess 


, De,nVor, Colorado. 

(State full title of apiiropriation.) 

rpQ John Oibson 

las So. iit'i St. .. - 

(Stro<*t and number.) 


Note 

General lioitructioiia 
on back of 
Meuiorundum. 


Date or Delivebt 
OR Sebvicb, 

190 ^ 


Apr. 


.-., Dr, 

Philadelphia, Pa. 

(City or town.) 


(State.) 


ITEMS. 


27 I Painting? A Decorating: 

^'ffposal accepted L'ar. 1.3th, lr09 


value of 77orh not cotipieted 


Less lO^o retained 1,722,50. 

..." Paynents raade 11^047^50. 


Amount due 







r.siT Price. 


AaorsT. 


Dolls. 


Cts. 


anfc iii^ 


.0^iLcotot-ait^ti.MV io o 


Per- 


Dollars. 


Cts, 


18,000 00 

..>«ssLqq 

18,225 00 

-iiOgo^oo 


17,285 00 


-lls.«Z0 00 


% 3,5.>5 00 


3,.555.00 


't'viM ‘Sc b 5,555 00 

ptt&lvo czcSifop ^ 

■ti i^ctj S. 

_ 


Building: P.S--- - - Location: 


READ THIS NOTE CAREFULLY -- 


Account submitted for _ 

Differences as follows; _ 


ADMINISTI^AXIVE ACa'ION. 


Amount allowed on voucJter 


Paid by cheek JVb. 


%.. 

(Nome of disbursing officer.) 


S- 


dated .. 190 , drawn on 

to order of Payee named above, for 

(Clerk orage^it."). * .. 


Disbursing 


(Place w’hewTooJt^') 


2—2014 
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Voucher J^o. 


I 

i 

GENERAL INSTRUCTIONS. 


(Errasurg Scgartment, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPR IATION : 

.. 

(State full title of appropriatiou, using iJh if necessary.) 

.. 

Amount, ^ 

^ I>?^AVOR QF 

r 1 ' w 

-(t^hAA^.iJ.ycAo /^c^aaJ-^ .. 

(Name of payee, using both lines if necessary.) 



For Purchases, and Services other than Personal. 


[To be filled in by Disbursing OflBcer.] 
AOOOUNTS OF" 


(Name of disbursing officer.) 

Disbursing . .. 

(Clerk or agent.) 


(Place where located.) 


.-., 190 

(Period for which account is rendered.) 


2-»VW 


TREASURY DEPARTMENT^ 

RECEIVED. ' 

MAY 1 1909 

Office ofSupervIsineArchitP.M. 


i 

V 

rf. 

i 

i 



1. Form and use.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and peraoual senrices. Where an account 
is too large to be stated on one form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

2 . Title of building’.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certificates.—Vouchers received at the Department without certifi¬ 
cation will be returned. The approval blank, for the signature of the 
Assistaut Secretary, is for use only by tbe reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must bo properly filled out before the voucher is transmitted to 
the Department. W’hether as a separate voucher forwarded fur payment 
(in w hich case the number only is left Mank) or as a roncher inciuded in 
tbe abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations conrait Instractions to Custodians.'’ 

6 . Letters of transmittal.—Accomftany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the cmei^gency which required immediate expenditure 
should be stated. 

6 . Itemization.—I'nlt^ issued under a contract or accepted propoMil 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by anthority frbm the D<.‘partment, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and tbe unit of price. 

7. Telegrams.—Charges for telegraphic service most be accomitanied 
with copies of the telegrams. 

8 . Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures Incur^ must be accompanied with receipted bills. Officers 
and employees are not entitled to reimborsemont for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necoBsity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to tbe Department for payment. The measure of 
the feasibility of so making payment should not be tkeir own convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchere. 

9. Correction of errors.—Errors in conipuUtion or extension, in 
stating dates of contracts, proposals, and authorizations and tbe omission of 
signatures from certificates should be carefully guarded againsL 

10 . Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amonnt of the contu or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriatious. In this 
manner the contract or proposal is divided under its respective heads. 


12. Final settlements.—Vonchers in final settlement of contrset^ 
under bond must not bo issued without prior authority from the Depart- 
\ ment. Such settlements may involve the imposition of a penalty, tbe 
; determination of which rests with the Secretary of tbe Treasury. Accepted 
I proposals, whose terms may provide a penalty for delay in execution of 
I work, should be similarly treated. The completioD of work under sock 
I contracts or accepted proposals should be promptly reported to the Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being made in detail to any loss or damage sustained 
by tbe United States as a remit of such delay. 

( 13. Saperiutendeiits of construction.—WLen iasning voueben 

I for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled oat and complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and the lower part 
' of the brief on tbe back. The memorandum, which should be prepared 
I with equal care, can only be detached by tbe Disbursing Agent or at the 
, Department. 

14. Disbursing' agents.—These officers will number their vouebers on 

■ the back, in monthly series, beginning each month with the first voneber 
’ paid (No. 1), and following this in tbe order of payment. Tbe blanks in 
the check-legend at tbe bottom of the voucher must be filled out by the 
Disbursing Agent, lie must make no disbursements of any kind until 
authorized to do so by the Department, and upon receiving such authority 
should be careful to observe that his payments are made in accordance 
therewith. Under no circumstances abonld he make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accompany bis accounts. (See also note on face of memorandum.) 

15. Architects—Tarsney Act.—Architects are required to prepare 
1 and certify vouchers, in payment for work dune under their local super¬ 
vision, in accordance with the regulations and rules of the Department. 
Their form of certification should be os follows, written or stamped on the 
face of the voneber, and signed by them as architecU: “Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, $-/• Xhe approval cer^ficate on the 

voucher is for the signature of the Superintendent of Construction, who 
acts as the representative of the Department. It is desirable that applica¬ 
tion should bo made by architecU (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in seU, for distribution 
to those charged with tbe dnty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 
accounting most frequently met with in the preparation of vouchers, and a • 

‘ reference to them as a guide will save time and avoid much unueceasary 
correspondence. 

i 
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TREASrRY DEPARTMENT, 
Orncs «»f AmanTwrr. 

P‘«*rm No. 8600. 

Fern approv«4 by the Ocmptniller d 
the TreiMiy September If. ISO?. 


VOCCflEE IV)K PI KCllASLS, AND SERVICES OTHER THAN PEKSOKAL. 


Not© 

General lnstroetione 
ou bark of 
M e XU oran d a in. 


P^BWiTIM OP PUIOG 

(Stale foil title of ai'^eopriatkm.) 

THE UNITED STATES, 

To__ _, De. 

(Name of payee.) 

Address: >13 Coatin an tal ..Cpl^.a^^ _ 

(Stn^rt mini noxiber.) (C5ly or lawn.) (Stale.) 


Darn or DaumT 
oa Scancx. | 

1909 


riOT PaiCE. 


Aaonrr. 


ITEMS. 


i Dolls. . Cts. Per— 


Sept •10. . ttjli^h^*y«ntilatt aDd..PpQrs,._i 

-1.- -1^ »- iPKJunt pbargad. t p. apprqprlati <». .for, .l^.ch.iaiioiil. 

_1.__t Wo9, 


-1- 


..laas jiss^nnpts cm aecount^ 


i 


Dollars. 


Cts. 




_I. ^.si 


,• r ''<1 


99 

1, JM 9 op 


3x412 po 
2,250.00 


|4V 


4 t1 






in 






_- . „ -f - lf-i -C icT ^ ^ 

^ ^ ‘■'i '’ 

.^ 


‘A I*v ^ 



Building : U. S-3LA-B-t---- Location: Denvar, C o1ct»im^ q, 


READ THIS NOTE CAREFULLY. 

Tooelwr^***^ «»<*«« «« mo Umftr rwimind. Tbia Memonuidaiii. for reference porposea Kddy, ia • snbetitote. Make a literal transcript abore of the account shown on the 

their BnUdinga, when forwarding their acconnts, will fill onl the three lines helow (check legend), detach the Memorandum and retain it for 

In all cases v^re the Toucher is forwarded to the Department for pofmrmt the Memorandnm most accompany it and must not be detached When cheeks in n-v.i_..i 
I^P«tment, accompmtied with the Memorandnm, the thrae Unes below (checkTegind) should be filleS^in S? ftLe ref^t“hy^'S^s 


ADMINISTRATIVE ACTION. 


Account submitted for _ 

Differences as follows: _ 


J^stodian, 




v^- 


Amount allowed on voucher _______ _ ^ 


Paid by check ,Yo .. dated - IQO , drawn on 

-, to order of Payee named above, for 


by -- - -- Disbursino' 

(hamo of disbarsing officer.) ^ 


(Clerk or agent.) 


(Dace where located.V 


f—2014 























































































































Voucher Ko. 


Srpasury Spyartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 


.jp* and f reMrvA'ti^iv of- 

(State full title of uppropnution, using both lines if necessary.) 

.kUa Buildings, aBJOS^. 

Amount, '^I62«oo . 

IN FAVOR OF 


(N 


:£«£alIoncriBff 

<(ame of ]»uyee, uTjn)^)ofn Tii 


lues if necessary.) 


For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUNXS OR 


(Name of disbursing officer.) 


Disbursing 


(Clerk or agent.) 



(Place where located.) 



(Period for which account is rendered.) 

190 

—- 

2—2014 

TRasuRYOEPAHrMeiiT* 

RBCEIVJSD. ' 

SEP 14 1909 

Office ofSupervisineArchitfltt. 



IV 


GENERAL INSTRUCTIONS. 


Itiiil use*—This form of voucher will bo used for all cxpendl- 
f traveling expenses and personal services. Where an account 
is too largo to bo stated on one form, use additioual forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the last 
forai only. 

‘2. Title of building.— State the title of the building on the lino desig¬ 
nated for that purpose, following it with the name of the city and State in 
which loaited. The attention of Custodians is particularly called to this 
requirement. 

3. Cortiflcates.— Vouchors rccelve<i at the Department without certifi¬ 
cation will bo returned. Tho approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
DeiMirtment when tho voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both vouchor and memo¬ 
randum) must be properly filled out before tho voucher is transmitted to 
tho Department. Whether as a separate voucher forwarde«J for payment 
(In which case the number only is loft blank) or as a vouchor included in 
tho abstract of a Disbursing Agent, this requirement must bo adhered to. 
If tho appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult “Instructions to Custodians.’* 

6. Letters of trausmlttal.—Accompany all vouchers for unauthor- 
ize<l exi>ondltur©s with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per- 
formcHl; if for articles or supplies, whether received in good condition; and 
a brief reference to tho emoi^ency which required immediate expenditure 


should be stated. 

6. Itemization.—Unless issued under a contract or accepted proposal 
on file at tho Department, or under n proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accom{Miniod 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred must l>e accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely i>er8onal traveling 
exi>enses), except under stress of urgent or unfore^*en public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
tho feasibility of so making payment should not be Utcir oven convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their ow'u funds, the facts should be set out in the vouchers. 

9. Correction of errors.—Errors in computution or extension, in 
stating dates of contracts, proj[)osalB, and authorizations and tho omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect tho amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, tho contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each bead, deducting 
from the amount of the contr.. or proposal in each voucher the sum or 
sums properly chargeable to tho other items of appropriations. In this 
manner tho contract or proposal is divided under its respective heads. 


I 

! 

. ' 



12. Final settlements.— Vouchers in final settlement of contract# 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve tho imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Accepted 
proi) 08 als, whose terms may provide a penalty for delay in execution of 
work, should be similarly treated. Tho completion of work under such 
contracts or accepted proposals should be promptly reported to tlie Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
delay. If any, reference being made in detail to any lose or damage sustained 
by the United States as a res ult of such delay. 

13. Saperintondents of construct ioD.— When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled out and complete in every jjarticular, excepting only 
tho check-legend at bottom of voucher, tho number, and tho lower part 
of tho brief on tho back. The memorandum, which should bo prepared 
with <Miual care, can only be detached by tho Disbursing Agent or at tho 
Department. 

14. Disbursing agents.— These officers will number their vouchers on 
the bock, in monthly series, beginning each month with tho first vouchor 
paid (No. 1), and following this in tho order of payment. Tho blanks in 
tho check-legend at the bottom of tho voucher must bo filled out by tho 
Disbursing Agent, llo must make no disbursements of any kind until 
authorized to do so by tho Department, and upon receiving such authority 
should bo careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a payment in nilvancc 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (See also note on face of memorandum.) 

15. Architects—Tarsiiey Act.—Arcbitocts aro required to prepare 
and certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of tho Department. 
Their form of certification should be as follows, written or stami)t*d on the 
face of the vouchor, and signed by them as architects: “Certified os to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, $_.” The approval certificate on the 

voucher is for the signature of tho Supcrintcudeut of Construction, who 
acts as the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating tho conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request. Those forms embraco the methods of 
accounting most fre<]uently met with in the prc|)uratlon of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 
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VOUCUEU toil l-LUClUSlii. ASP 6EHV101CS OTIJEH THAN PEUSONAL. 


TIIEA8UKY DKPAKTMKNT, 

OKKIt’E OF SlI'fRXIMNU AlK’lllTKCT. 

Furm No. 8 GOO. 

Form approved l)y tUo Comptroller of 
tbo TioMury Si'pteniber 12, IbOT. 

Appropriation:.. 

THE UNITED STATES, 


Note 

Oeiieral liif*triictioiia 
oti l>Hck of 

Meiuoriinclum. 


lEq^IpyE^^^^ puHj r ^ILPINC®JlilQS* 

(State fulj^t w of /ii inopriatlon.) 


To. 


----- __ 

(Name of i>ayoo,) 

Denver* Colorado*. 


Date or Delivery 
on Service. 

I9o9 

- I 5 a 3 ” 

80 S fi 

^ ^ • s 

Unit Price. 

Amount. 

Dolls. 

Cta. 

Per— 

Dollars. | 

cta. 

Sopt* 

10 

New Sky li^ti.Ventilating Tluei^and Doors,. 




5,301 I 

op.... 










and Fre^rvotion of Public Buildings *19o9, 




8 -*l» ' 

00 , 







.i^aas.i 

aa.— 



Less payments on account* . 











t 















N 



% / 

- * 


' 





^ t 

^ f i ^ ^ 




— 

itvie' 

j. 




Vl'i vV 

•C z> 






ozz 

U% 4 ^ 







i s< 







TOTAlL. 


<39*00 


ORIGINAL CF THIC. ACCOUNT 
REPt-UrAOD TO . C :i'rC'\ 

TREIASURY i .FOR 

yrrY-rt ^T, Cisi . LlAA.^Pm. 


Building: U. S.K.X.JH 


Location: .Dexnrer.*-Colorad 04 


READ THIS NOTE CAREFULLY. 

Duplicate voucTtera are no longer required. This Memorandum, for reference purposes solely, is a substitute. 3Iakc a literal transcript above of the account shown on the 
Voucher. j 

Dibbursing Agents for Public Buildings, when forwarding their accoimts, will fill out tbo Ciree lines below (check legend), detach the Memorandum and retain it for 

their files. 2 8 

In all cases where the Voucher is forwanlcd to the Department for payment the Alcrnoranmim must accompany it and must not be detached. MTieii checks in ])aymcnt 
of vouchers are received from the Department, accompanied with the Memorandum, the three lines below (check legend) should bo filled in for future reference by Custoilians 
and others interested. 


ADMINISTRATTIVE ACTION. 


Account submitted for. 
Differences as folloivs:.. 


Custodian* 


.-. 

Amount allowed ou voucher .-. 


Paid hij check J^o ... dated ., 190 , drawn on 

..... to ord,er of Payee named above, for $. 

bu ... Disbursing .,. 


(Place where located.) 


2—20U 


(Nome of disbursing officer.) 


(Clerk or agent.) 
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/ 

Voucher Jfo, ... 




Srpasurg Sppartmput, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION : 

lfoohai4<<«l SquipnMnt 4>f—Public 

(State full Title of appropriation, using both lines if necessary.) 

.Bulldit^p ,19 o9* 

Amount, $ .539#. 

IN FAVOB OF 

....2.«£«l(QncriAff... 

(Kainenf payee, using both lines if necessary.) 

--Denver, Colorado#. 


For Purchases, and Services other than Personal. 


[To be 611ed in by Disbursing Officer.] 
AOOOUNXS OF" 


(Name of disbnraing officer.) 

Disbursing .... 

(Clerk or agent.) 


(Place where located.) 


.. 190 

(Period for which account is rendered.) 


2—2014 


received. ^ * 

„„ H 1909 


GENERAL INSTRUCTIONS. 


nfic.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and personal 8er\ice8. Whore an account 
is too largo to be stated on ouo form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out tho certificates on the last 
form only. ^ 

2. Title of building:.—State the title of the building on tho line desig¬ 
nated for that purpose, following it with the name of the city and Shite in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certificates.—Vouchors received at the Department without certifi¬ 
cation will be retnnicd. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when tho voucher is paid at Washington, D. C. 

4. Briefing:.—The upper briefing on tho back (both voucher and memo¬ 
randum) must bo properly filled out before tho voucher is transmitted to 
tho Department. Whether as a separate voucher forw^rdeil for payment 
(in which case tho number only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the line blank. Fur annual appro¬ 
priations consult “ Instructions to Custodian.^.'’ 

6. Letters of trausniittal.—Accompany all vouchers for unauthor¬ 

ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to tho emergency which rcquu|d immyliate expenditura 
should be stated. liWr#iO ^ 

G. Itemization.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proi) 08 al accepted by a Custodian or 
other oflicor by authority from the Deimrtmeut, voucheri must be itemixed, 
indicating the labor, nmtoriai, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic sei^ice must be accompanied 
with copies of the telegrams. 

8. Relmbnrseiiicnts.—Vouchers covering a reimbnrsement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any cxi)enditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not be Oieir own convenience 
or desire. Whore the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facte should be set out in the vouchers. 

9. Con-ection of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronologiail onler in all vouchers issued on account of such contracts or 
proposals Items of this character affect tho amount of the retained per¬ 
centages and the payments to be made, and can not properly bo omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract oi proposal must be taken up os a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the conti or proposal in each voucher the sum or 
sums properly chargeable to the other Items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 



12. Final settlements.—Vouchers in final settlement of contracte 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve tho imposition of a penalty, the 
determination of which rests with the Secretary of tho Treasury. Accepted 
proposals, W’hose terras may provide a penalty for delay 

work, should bo similarly treated. The completion of work under such 
contracts or accepted proposals should bo promptly reported to tho Depart¬ 
ment, with a statement of account and a full explanation of tho causes of 
delay, if any, reference being made in detail to any loss or damage sustained 
by the United States as a ret alt of such delay. 

13. Superlutencleiits of constraction.—When issuing vouchers 
for presontution to a Disbursing Agent for payment, Buperinteudents must 
sec that they arc filled out and complete in every particular, excepting only 
tho check-legend at bottom of vouchor, the number, and the lower imrt 
of the brief on the back. The memorandum, which should he prepared 
W'ilb equal care, can only bo detached by the DisburBing Agent or at tho 
Department. 

14. Disbursing: ag:ents.—Those officers will iiumbor their vouchors on 
the back, in monthly series, beginning each month with the first voucher 
paid (Nq. 1), and following this in tho order of payment. The blanks in 
the check-logcnd at tho bottom of the voucher must be filled out by tho 
Disbursing Agent. He must make no disbursements of an.v kind until 
Ruthori/.(nl to do so by tho Department, and upon receiving such authority 
should be careful to observe that bis payments are made in accordance 
therewith. Under no circumstances should he make a pa^maent in advance 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (Seealso note on face of memorandum.) 

16. Architects—Tarsney Act.—Architects are required to propan.* 
ai^ certify voucImm, work done under their load super- 

vl|k)n,Jn acconMrc(^\ntnTlio regulations and rules of the Department. 
Their form of certification should be as follow's, written or stamped on the 
face of the voucher, and signed by them as architects: “ Certified as to cor- 
rectnb^sand value of serv’ico performed, and approval for payment in the 

amount stated, viz,* S—--’* Tho approval certificate on tho 

voucher is fofthe signature of the Superintendent of Construction, who 
acts as tho representative of the Department. It is desirable that applica¬ 
tion should bo made by architects (stating the conditions under w’bicb they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for distribation 
to ibose charged with the dnty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 
accounting most frequently met with in the preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 
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The Mint of the United States at Denver, 

Office of the Superintendent, 




Oct. 15th, 1909. 


Messrs. McPhee & McOinnity, 

Denver, Colo. 

Sirs 

In accordance with authority from |fhe Super- 
visinfj Architect of t?ie 12th’ inst., you are here- 

^ Oil' ^”'C‘ 

by informed of t?ie acceptan^^e of yourQiiro'pbsal tor 
furnish the follov/int? supplies to t}iia''ih'5€ituljion 


2500 lbs. Collier's S.P. Lead 
50 ^als. boiled linseed' oil 
10 " Berry Bros. Japan 


Hespectfully, 


J,.,: *181:3S^ 

. . 52. 


(Signed) Prank M. Downer, 


Custodian. 



Building: U. S. 


3mz 


Location 


31 




READ THIS NOTE CAREFULLY. 

DttplicuU vouchert are no longer required. This Memoranduiii, for reference purposes solely, is a substitute. Make a literal transcript above of the account shown on the 
Voucher. , 

Di^ursing Agents for Public Buildings, when forwarding their accounts, will All out the three lines below (check legend), detach the 31emoranduni and retain it for 
their files. 

In all coses where the Voucher is forwarded to the Department for payment the Memorandum must accompany it and must not bo detached. When checks in paynjcnt 
of vouchers are received from the Department, accompanied with the Memorandum, the three lines below (check legend) should be filled in for future reference by Custodians 
and others interested. 


ADMINISTRATIVE ACTION. 


Account submitted for 
Differences as follows:. 


.-. ^ 

Amount allowed on voucher ... 


Paul by check J^o. 


. ., dated . . 190 , drawn on. 

....., to order of Payee named above, for $ 

hi! ...-.-., Disbursing ........ 


(Name of disbursing officer.) 


(Clerk or agent.) 


(Place where locat^.) 


2—SfiH 





























































































Voucher •A'o. 


alrrasurg 0p;jarlmrttt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 

^Stal^ullof ayijj>>i)riiition, using both lines if necessary.) ^ 

)AA^JdAA^...L^.LO.. 

Amount, Z. 3. 

^ IN FAVOR OF 

(Name of payee, using both lines if necessary.) / 

d 


For Purchases, and Services other than Personal. 


[To bo filled in by Disbursing Officer.] 
AOOOUMXS OI=- 


(Namo of disbursing officer.) 

Disbursing 


(Clerk or agent.) 


(Place where locate*].) 


(Period fur which account is rendered.) 


190 


2—-^014 


IHEASUrrUEPAHTMENl, 

KKGEIVED. 

I OF':”: fifSijpp‘~V!'*:u'F ArcMk*!:! ; 


GENERAL INSTRUCTIONS. 


1. Form aiid use.—This form of voucher will bo used for all expendi¬ 
tures except traveling expenses and pereoual services. Where an account 
is too large to be stated on one form, use additional forms, fastening them 
- together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

• 2. Title of building:.—State the title of the building on the line desig¬ 

nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certifleates.—Vouchors received at the Department without certifi¬ 
cation ^wlll be returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. IJriefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the Deitartment. Whether os a separate voucher forwarded for payment 
(in w hich case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro- 

; priations consult ** Instructions to Custodians.'* 

6 . Letters of transniittal.—.Accompany all vouchers for unauthor¬ 
ize*! expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per- 
formtKi; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

6 . Itemization.—Unless issuetl under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price, 
i 7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

I 8. lieimburseinents.—Vouchers covering a reimbursement for minor 
exiHjndituros incurred must be accomi>anied with receipted bills. Officer* 
and employees are not entitled to ndmbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 

' Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not be their ourn convenience 
^ or desire. W here the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facta should be set out in the vouchers. 

9. Correction of errors.—Errors in compuUition or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10 . Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proiK)8als, aud all revocations of prior acceptances, must be taken up in 
chronological order in all vouchors Issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to bo made, and can not properly be omitted. 

, 11. Division under appropriations.—In vouchers issued under 

contracts or accepted proposals Involving a charge against two or more ap- 
j propriations, the contract or proposal must be taken up as n whole for each 
appropriation, and separate vouchers rendered under each head, deiiucting 
from the amount of the coutr or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


|2. Final settlements.—Vouchers in final settlement of oontmetjF 
nn^er bond must not be issued without prior authority from the Depart* 
m^t. Suc^ settlements may involve the imposition of a penalty, the 
de^rminatVun of which rests with the Secretary of tlie Troasury. Accepted 
proposals, whose terms may provide a penalty for delay in execution of 
w(^k, should bo similarly treated. The completion of work under such 
coitracts or accepted proposals should be promptly reported to the Depart¬ 
ment, w ith a statement of account and a full explanation of the causes of 
de^y, if any, reference being made in detail to any loss or damage sustained 
byithe United States as a remit of such delay. 

13. Superintendents of constrnction.—When issuing vouchers 
foil presentation to a Disbursing Agent for payment, superintendents must 
8 e*j that they are fille*l out and complete in every particular, excepting only 
tha check-legend at bottom of voucher, the number, and the lower part 
of [the brief on the back. The memorandum, w’hich should bo prepared 
with equal care, can only bo detached by the Disbursing Agent or at the 
Department. 

14. Disbursing: ag:ents.—These officers will number their vouchers on 
the back, in monthly series, beginning each month with the first voucher 
pfl d (No. 1), and following this in the order of payment. The blanks in 
tfa I cbeck-legend at the bottom of the voucher must be filled out by the 
Di ibui>iDg Agent. Mo must make no disbursements of any kind until 
ai] thorized to do so by the Department, and upon receiving such authority 
should be careful to observe that his payments are made in acconlanca 
tbj^rcw'ith. Uudor no circumstances should he make a payment in advance 
fo| work or Msrvices of any kind. No transmitting letters are required to 
ac^mpauy his accounts. (See also note on face of memomndiim.) 

15. Architects—Tarsney Act,—Architects are required to prepare 
and certify vouchers, in payment for work done under their local super- 
vllion, in accordance with the regulations and rules of the Dciiartmeut. 
Their form of certification should ho os follows, written or stamped on the 
face of the voucher, and signed by them as architects: “Certified as to oor- 
re<tut*ss aud value of service performed, and approval for payment in tbo 

aittount stated, viz, $—..»’ The approval certificate on the 

vojicher is for the signature of the Superintendent of Construction, who 
acte as the representative of the Department. It is desirable that applica¬ 
tion should bo made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, tximbined in sets, for distribution 
to those charged with the doty of preparing, certifying, and issuing vuuch- 
er!j, will be furnished upon re<juest. These forms embrace the methods of 
accounting most frequently met with in the preparation of vouchers, and a 
re^reucc to them as a guide w’ill save time and avoid much unnectsssary 
ooirespondence. 
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treasury department, 

Office of Sup»Kvi9fEa Akchitect. 
Form No. 8600. 

^PProverJ by tho CotnptiDllerof 
the Treasury SepCembrr 12.1807. 


VOUCUEK tX>E PI KCJlABEb, AND EEKVICES OTUEK TUAN PEKSOSAL. 


E®I| 5 COT_ IpK BUILDINCS, 1909 « 

THE UNITED STATES, (8^‘«ftuiuti,of.ppr<,prirtoB.)' ‘ 

To 

(Name of payee.) ’ 

addbess; --- Itreet _ 

Domber.) 


Geoeral ln»tra€:ifoBa 
on bark uf 
MeaaomjDdaA. 


Date of Delivskt 
OE SaavicE. 


190 


9 


-..Deorca*,.. 

(Cfiiy or town.) 


jColorado*. 

f Slate.) 


ITEMS. 


USIT Peice. 


Ajiocet. 


Dolla. I (Jta. Per— 


DoOan. 


CU. 


. 

21. 

...AddlUonia VentUatora.Etc. . 

1 






f--” 

— 

f . 1 - 

on 

. xa 

. 

— 




_ ^ . 1..510 

i 

oo 






...75, 






-j-1_ 

. 

— 

Buiidir^a, 1910", 



no 

1 OA 

. 


— 




. ww 

. -. — 

. 

. 



^ -—-- 

1“.. 

. 


’C ‘' " V 

t ?• r 

'■ j ' 

i % 

^ - 1 T r*- ^ 

. 


. . J.^.v.r 


• , 

^ 1 .. 

\ ' L 

l-rJtiLA. 

I 

--- 



1 .«■< 

f-r.d.r.. 

! 

i_ 



. 

►*»**- ^e-fi 


I ^ 

:i—->A. 






1 

— . i 


--- »— 

’*''■•1 — . 



Location: 

read this note carefully. 

Toncl^^^"^Thi. Memorandum, for «feren«panK»«,»le,y. fa. ^toutol.. Mat..,,. 

their -- ^onranling their acoo^fa. wiu out Urn lin„ heiow (check ie^ud). deZ ^ 




Account submitted for _ 

Differences as follows: . 


administrative action. 


-Custodian* 


Amount all owed on voucJter 

Paid by check Jio. . 


by . 

(Name of difibarsing officer.) 


.. 


dated . 


- -- 9 ^00 , drawTi ofi . 

.’ ord^r of Payee named, above, for ^ 

Disbuj'sijig . 

(Clerk or agent.) * Tni--- 

' (Place where located.> ' 































































































































clier Jfo, 


ulrrasitry Ipjiartmntt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 

^O x^A^ AAA.tjuu^ _ 

^ (btato full title of apjiropriiitioju, nsiuaTiotbliiM'.s if necessary.) 

Amount, $.\^(r 


IN FAVOR OF 


- ./3-OT^- .^/y-£VLJjJ.ay^iA?..^c. 

(Name of payee, using noth lines if necessary.) 


For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
ACOOUNTS OF" 


(Name of disbursing officer.) 

Disbursing . .... 

(Clerk or agent.) 


(Place where located.) 

..-., 190 ji 

(Period for which account is rendered.) h 

-^================= i 

2—!40U ■■■ - 

i TREASURY DEPAHTMENTn 

EEOEIVBD. ' 

SEP 25 1909 

I 

Office of Supervising Architect. 1 


GENERAL INSTRUCTIONS. 


1. Form and aso.—This form of voucher will bo used for all expendi¬ 
tures except traveling expenses and persouiil services. Where an account 
is ttK) largo to ho 8tute<l on ono form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out tho certificates on the last 
form only. 

2. Title of building;.—State the title of tho building on tho lino desig¬ 
nated for that purpose, following it with the name of tho city and State in 
which locntod. Tho attention of Custodians is particularly called to this 
reijulroiueut. 

3. Certificates.—Vouchers received at the Department without certifi¬ 
cation will bo returned. Tho approval blank, for tho signature of tho 
Assistant Secretary, is for use only by tho reviewing authority at the 
Department when the vouchor is paid at Washington, D. C. 

4. Briefing.—Tho upper briefing on tho back (both voucher and memo¬ 
randum) must bo properly filled out before tho vouchor is transmitted to 
tho Department. Whether as a sepamte voucher forwarded for payment 
(in which cose the number only is left blank) or as a voucher included in 
tho abstract of a Disbursing Agent, this requiremont must bo adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult ** instructions to Custodians.** 

6. Letters of transmittal.—Accompany all vouchers for uuauthor- 
ize<l expenditures with letters of transmittal. Describe briefly tho work 
done or services rendered, and whether satisfactorily completed or per- 
formoil; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 
should bo stated. 

6. Itemization.—Unless issued under a contract or acceiUed proposal 
on file at the Department, or under a proposal accopte<l by a Custodian or 
other officer by authority from tho Department, vouchers must bo itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred mii.st be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to tho Department for payment. Tho measure of 
the feasibility of so making payment should not be their own conveuienco 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchors. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from forn<al contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order In all vouchors Issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not projjerly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, tho contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each heiid, deducting 
from the amount of the contract or proposal in each voucher tho sum or 
sums properly chargeable to the other items of appropriations. In this 
manner tho contract or proposal is divided under its respective heads. 


12. Final settlements.—Vouchers in final settlement of contracu 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Accepted 
proposals, whose terms may provide a penalty f<»r delay in execution of 
work, should be similarly treated. Tho completion of work under such 
contracts or accepted proposals should bo promptly reported to the Depart¬ 
ment, with a statement of account and a full explanation of tho causes of 
delay, if any, reference being made in detail to any loss or damage sustained 

i by the United States as a result of such delay. 

13. Superiutencloiits of construction.—When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they arc filleil out and complete in every particular, excepting only 
tho check-legend at bottom of voucher, the number, and tho low’er part 
of tho brief on the back. Tho memorandum, which should be prepared 
with equal care, can only be detached by the Disbursing Agent or at tho 
Department. 

14. Disbursing agents.—These officers will number their vouchors on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. l),and following this in the order of payment. Tho blanks in 
the check-legend at tho bottom of tho voucher must be filled out by the 
Disbursing Agent, lie must make no disbursements of any kind until 
authorized to do so by the Department, and upon receiving such authority 
.should bo careful to observe that his payments arc made in accordance 

_ therewith. Under no circumstances should he make a payment In advance 
for work or services of any kind. No transmitting lettera are required to 
accompany his accounts. (Seealso note on face of memorandum.) 

15. Architects—Tarsney Act.—.\rchitcct8 are required to prepare 
and certify vouchers, in payment for work done under their local super¬ 
vision, In acconlance with the regulations and rules of tho Department. 
Their form of certification should be ns follows, written or stumped on the 
face of tho voucher, and signed by them as architects: “Certified os to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, $-“ The approval certificate on the 

voucher is for the signature of tho Superintendent of Construction, who 
acts as the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating tho conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for distribution 
to those' charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 

J accounting most frequently met w ith in the preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 


I 
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TREASUEY DEPARTMEXT, 

OrriCK or SuPfBvieiKG Abchitbct. 

F«»rm No 8600. 

Form approved by the Coinptrollor of 
the Treasury Septcmbc^r 12,1907. 

Appropriation: 


VOUCHER FOR PUBCH.\flE8, AKD SERVICES OTHBR THAT PERSOXAJL 


CH^noml liisirtYctlotiA 
* Oil book of 
M ojay^aiul a in* 


”RECIUNICAL EQUIPMENT - JOR-PUELia BUIhDI-NOS 1909 " 

<8tato full title of appTOfI'ir'.i< 1 .) 


THE UNITED STATES, 

To_P.illon-Bpx Iroj}_Wo^^ __ Dk. 

tNaioo of payee.) 


Address : . 184 6. _B 1.ftk©— S.t?.#. | 

(Street and number.) 


_P eny e r ,__C plor ado ^ 

(Cily or town.) (Slate.) 


Date op Deuveby 
os Seb\yoe. 

190 9 

Vmi 

ITEMS. - 

DolU. 

T raic 

1 

Ota. 

1 

Per— 

, Akovxt. 

Dollars. Cte. 

AugA... 

.. 11 . 

.Additional .Ventilators,...etc,,,,..... 


1 

1S30176 



C ___J. 

1 -rryr 

;. 

Vi?' 

. 

. 

... 

j i 

1. 

1 

i 

_1 

.J 

. 

4 !vif' 








i ! 1 ^ ^ 

1 



.... .;. ,L 1 .. 1 . 1 



. . i ! i ■ 1 



‘ f • 

1 ■' i 



: ' ’ i 



1 

... 1 

j 



... i i 


; 



...f-. 1. 


1 

Total. 

1,550 75 


(Oertlflcation and bill to bo completely filled in by payee, or before algnatoro by peyoe, without alteration or eraiuro at any time.) 

I CERTIFY that the above bill is correct and just and that payment therefor has not been received. 



I CERTIFY that the above articles have been received by mo in good condition, or the service ^ ..Lormed as etated; that they 
were necessary for the public service; that the prices charged are jus^ reasonable, and in accordance with the agreement, and 
that they were secured in accordance with Sections _and _of the methods stated on the reverse hereof. 


Approved for 



fDilTerences, if any,) 
1 showu ou back, j 


Assistant Secretary. 






Of officer.) 





(Official designation.) 


Paid by cbeck No.,..'_, dated. 


190 


on. 


in favor of. 


., for 


» \\ uore a vouenor is cemnea in tno nurao or o company or corporauon, loe nam# or tiie person wrltinir tho company or corporate naiuo. as well as the canadtr In whtrh h 
signs, must appear. Exaniplo; “ Chicago Edison Company, per .lolin Smith, Member of Finn,” or Secretary, or TrvaTOrer, as tho cjisc mar be, ^ wnicn ne 

t Fill in from 1 to 4, os appropriate. J Fill in from A to 0, os appropriate. 


2—C0I4 








































































































Voucher 


©rtasurg ippartnifut, 

OFFICE OF SUPERVISING ARCHITECT. 



For Purchases, and Services other tHhn Personal. 


[To be filled in by Disbursing Ofiicer.] 
AOOOUNTS OR 


METHOD OF OR ABSENCE OF ADVERTISING. 

(Sec. 3700 of tho Revised Statutes.) 


1. After advertising in newspapers. 

2. After advertising by circular letters sent ro 

dealers and hx^ iivtieea posit'd in 

3. Without advertising, under an exigency of the 
service which existed prior to the order and would not 
admit of the delay incident to advertising. 

4. Without advertising, it being impracticable to se¬ 
cure competition because of ..... 


FORM OF AGREEIMENT. 

(Soo Remarks, third fold.) 


A. Under formal contract dated-, 190.. 



C. Under less formal agreement: . . 

(State character.) 


(Nome of disbursing officer.) 




Disbursing . 


’(Cfer¥ o~r agent.) 


(Place 'Where located.) 

/ 

.... 190 

(Period for which account is rendered.) 


5t-2014 


INSTRUCTIONS UNDER SECTION 4, ABOVE. 

♦Among the reasons which may be assigned as making com¬ 
petition impracticable (section 4on this fold) are the following: 

a. Under a formal contract for construction, there arises a 
necessity for additional work practicable of performance only 
by the contractor. 

b. The articles wanted are patented or copyrighted and not 
on sale by dealers, but by the owners of the patent orcopyright 
or their agents or assigns alone, at a fixed and uniform price. 

c. Thereisonly one dealer within a practicable distance from 
whom the articles can beobtained. 

d. Prices or rates are fixed by legislation, either Federal, 
State, or municipal: or by competent regulation. 

e. Previous advertising for the identical purchase has been 
followed by the receipt of no proposals or only of such as were 
unroa.'^onuble. and undercircumstances indicating that further 
advertising would not alter results. 


DIFFERENCES. 

(See approval Certificate on face of Voucher.) 

Account submitted for - S - 

Differences as follows: - 


Amount allowed^.. 


REMARKS. 


(See Form of Agreement, second fold.) 


A. When an expenditure is incurred under formal 
Dntract and bond, approved by the Secretary of the 
reasnry, insert on the blank line the date of the con- 
ct. This information is usually conveyed in Depart- 
^nt correspondence, but if in doubt as to the proper 
9 , write for instructions. 

In the case of proposals submitted to and formally 
epted by the Department, state the authority or 
ement according to the following form: “ Prox)osal 
|pted September 26,1907, on file at the Department.” 
he case of a proposal accepted by a Custodian or 
‘ officer, by direct authority from the Department, 
he phrase: “Proposal accepted by Custodian (or 
^officer, as the case may be) filed herewith.” The 
ance of such proposal, with date, should appear 
i face thereof. 

i cases of emergency expenditures, unauthorized, 
IJustodian, submitted to the Department for ap- 
1, insert “ Section XIII, Instructions to Custodians, 
’ Where an officer is authorized by the Depart- 
int to expend a stipulated sum, for a specific purpose, 
Oder public exigency, quote as in the form following: 
' Department letter dated August 21, 1907.” 





























































TllEASUKY DEPARTMENT 
Office of SupmvKiiNo Aiiciiiteci^ 

Furiu No. 8GOO. 

Form approved by the Comptroller of '—'W 
the Treasury ^September 12, 1907. ^ 


V(^|«llEit fXHi AND 6ERVICf>4 OTUE 


UEIt TUAN PERSONAL. 


N«»te 

General liiHtructiuns 
on back of 
3Ie m o r a u d u m« 


1909' 


“7 ' (State full title of uppropriation.) 

THE UNITED STATES^ ' • . i . , , v ' 

‘X To Dixloh-Box Iron Works Co,., 

*■ - (Name of payee.) 

ADDEEss:_. 


Date or Delivery 

OR Service. 

190 ® 

1 ^ ITEMSJ 

Unit Price. 

Amount. 

Dolls. 

Cts. 

Per— 

Dollars. 

Cts. 

Aug. 

11 

> 

Advix^(^\al Ventilators^ etc,. 




1530 75 











^ ..... 
































_ _ '■ 








.. 















- 

.. 








... 








i, 

n U 








../nTr-. 

.o ,, ; 







i 

1. - . A:i.2 . 



i 


. A ' 

1 

i . ^'OTAJL. 

- 

75 = 


1530;75 


r> 

a 

/ 


Btdlding : U. S. 


READ THIS NO 

Duplicai4i vouchers arc no longer required. This Memorandum, for reference purposes solely, is a substitute. Make « 
Voucher. 



ADOve of the account shown on the 


Disbursing Agents for Public Buildings, when forwarding their accounts, will fill out the three lines below (check legend), detach the Memorandum and retain it for 
their files. 

In all cases where the Voucher is forwarded to the Department for paipnent the Memorandum must accompany it and must not l>e detached. When checks in payment 
of vouchei-8 are received from the Department, accompanied with the Memorandum, the three lines below (check leg'end) should be filled in for future reference by Custodians 
and others interested. 


I,530e75 


ADMINISTRATIVK ACTION. 


Account suhinitted for. 
Differences as follows:. 




Amount allowed on voucher ... £ 


Paid by check Jl'o, 


by .. Disbui'sin^ 

(Name of disbursing officer.) 


dated . 190 , drawn on 

., to order of Payee named above, for $... 


(Clerk or agent.) 


(Place where located.) 


2—2011 









































































































Voucher -^<3^09^ 


treasury Sppartmrnt, 

OFFICE OF SUPERVISING ARCHITECT. 



For Purchases, and Services other than Personal. 

[To be filled in by Disbarsing Officer.] 
AOOOUNXS or=" 

(Name of disbarsiDg officer.) j 

Disbursing ... 

(Clerk or agent.)”* 

(Plaure where located.) 

., 190 

(Period for which account is rendered.) 

2—2014 ~ “ 

TREASURY DEPARTMENTT 

RHOEIVBD. 

AUG 16 1909 

Office ofSupervising Architect. 


GENERAL INSTRUCTIONS. 


1. Form and nso.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and porsoual services. Where an account 
is too largo to be stated on one fonii, use additional forms, fastening them 
together in the upper left-hand corner. Fill out the certificates on the last 
form only. 

2. Title of building^.—State the title of the building on the lino desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certifleates.—Vouchers received at the Department without certifi¬ 
cation will bo rctnmed. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the btick (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the Deiiartmcnt. Whether us a seimrate voucher forwarded for payment 
(in which case the number only is left blank) or as a vouchor included in 
the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the lino blank. For annual appro¬ 
priations consult “ Instructions to Custodians.'’ 

6. Letters of trausinittal.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

6. Itemization.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must bo Itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for minor 
exi)endituros incurred must bo accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any exiKsnditures 
made from their private funds (other than for purely i)er8onal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not be their oirn convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correctiou of errors.-Errors in computation or extension, in 
stating dales of contracts, proposals, and authorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from fonnal contracts or accepted 
proposals, and all revocaUons of prior accepbiuces, must be taken up in 
chronological order in ail vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the contn or proposal in each vouchor the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


12. Final settlements.—Vouchers in final settlement of contmeU 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
(feterminatiou of which rests with the Secretary' of the Treasury. Accepted 
j^posals, whoso terms may provide a penalty for delay in execution of 
work, should be similarly treated. The completion of work under such 
contracts or accepted proposals should be promptly reported to the Depart¬ 
ment, W’irh a statement of account and a full explanation of the causes of 
4elay, if any, reference being made in detail to any loss or damage sustained 
by the United States as a rcrnlt of such delay. 

1 13. Superintendents of construction.—When issuing vouchors 
Itor presentation to a Disbursing Agent for payment, superintendents must 
that they are filled out and complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and the lower part 
of the brief on the back. The memorandum, which should be prepared 
with equal care, can only bo detached by the Disbursing Agent or at the 
l^partment. 

■14. Disbursing; ag^ents.—These officers will number their vouchers on 
tic back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the order of pajTuent. The blanks in 
check-legend at the bottom of the voucher must bo filled out by the 
]|i^hursiug Agent. IIo must mako no disbursements of any kind until 


4ould bo careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a pujTnent in advance 
for work or services of any kind. No transmitting letters are required to 
“^inpuny his accounts. (Seealso note on face of memorandum.) 
u6. Architects—Tarsuey Act.—Architects are required to prepare 
jd certify vouebere, in payment for work done under their local super- 
Jon, in accordance with the regulations and rules of the Department, 
^ir form of certification should be as follows, written or stamped on the 
*1 of the voucher, and signed by them us architects: “CJertified as to cor- 
oess and value of serv ice performed, and approval for payment in the 

Mt stated, viz, $ -” The approval certificate on the 

her is for the signature of the Superintendent of Construction, who 
y the representative of the Department. It is desirable that opplica^ 
hould bo made by an hitects (stating the conditions under which they 
» for payments on account of commissions. 

Sample vouclicrs.—Vouchers, combined in sets, for distribution 
^ charged with the duty of preparing, certifying, and issuing vouch- 
.1 be furnished upon request. These forms embrace the methods of 
Ing most frequently met with in the preparation of vouchors, and a 
> to them os a guide will save time and avoid much unnecessary 
Wence. 




































Building : U. S. 'ZtU vJ. - Location: xZ . /^ 

READ THIS NOTE CAREFULLY. == —== 

Meniomndum, for roferonco pnrpo.e« solely. Is a suhsUtnte. Make a literal t , a 

tkelr . .Ill „„ out tire tlrree .lues kelo. (cWk le^eudrZ ^7 7"" 

In all cases where the Voucher is forwarded to tlia Dpnnr^m * t u )> e Memonuidiim and retain it for 


Account submitted for _ 

Differences as follows: . 


administrative action. 


Amount allowed on voucher 


Paid by checlc Jfo. 


b'J .... 

(Name of disbursing officer.) 


. ,190 , drawn on 

.' order of Payee named above, for 

DisbursiiifS . 



(aerkorakVnt-;)-----’ .. TPtaoV-.Te^Tr^'tVj.V. 





















































































































































Voucher JVo. 


GENERAL INSTRUCTIONS. 



Ulrrasiirij Spjiartnipnt, 

OFFICE OF SUPERVISING ARCHITECT. 





For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUNTS OR 


(Name of disbarsing officer.) 

-We-rVVrSiil.-q- 

.. 

(Place where local 

.’ 

•2—2014 “ 


KV 


18 


1. Form and use.—This form of voucher will be usetl for all expendi- 
turea except traveling oxpcuscK and perHoual 84Tvico8. Where an account 
Is too large to bo sbited on one form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of building:.—State the tlllo of the building on the lino desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certifleates.-Vouchors received at the Department without certifi¬ 
cation will bo rotiimod. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be pmpt‘rly filled out before the voucher is transmitted to 
the Department. Whether us a separate voucher forwarde<l fur pa^nnent 
(in which case the number only is left blank) or a-s a voucher included in 
the abstract of a Disbursing Agent, this requiremeut must be adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult “ Instructions to Custodians.•» 

5. Letters of transmittal.-Accoiufiany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rimdeied, and whether satisfactorily completed or i)er- 
formed; if for articles or supplies, whether received In good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be 8tate<l. 

6. Itemization.—Unless issue*] under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
iudicating the labor, mutorial, and articles supplied, and the unit of price. 

7. Telegrams.—Chaiges for telegraphic service must bo accuiuimniod 
with copiee of the telegrams. • 

8. Reimbursements.—Voucliers covering a reimbursement for minor 
expenditures incurred must bo accompanied with receipted bills. Oflicers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely persomU traveling 
exi)€nse8), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward voucliers to the Department for payment. The measure of 
the feasibility of so makiug ])aymcnt should uot he thrir oten convenieuce 
or desire. Whore the stress of imblic necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set oat in the vouchers. 

9. Correction of errors.-Errors lu computaUon or extension, in 
stating date.s of contracts, proposals, and authorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart- 
nieut involving additions to or deductions from formal contracts or accepted 
proposals, and ail revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 

, proposals Items of this character affect the amouut of the retained i>er- 
I ccutages aud the payments to be made, and can not properly be omitted. 

11. Division under appropriations.-lu vouchers issued under 
I contracts or accepted proposals Involving a charge against two or more ap- 
j propriations, the contract or proposal must be biken up as a whole for each 

appropriation, and separate vouchers rendered under each lieod, deducting 
f from the amount of the contract or proposal in each vouchor the sum or 
' sums properly chargeable to the other items of appropriations. In this 
uitiuner the contract or proi)o«il is divided under its respective heads. 


12. Final settlements.—Vouchers in final settlement of (xiutmctn 
t^der bond must not bo issued without prior authority from the Depart- 
ihent. Such si'ttlcmeuts may involve the imi)oaitiun of a penalty, the 
tletenuination of which rests with the Secretary of the Treasury. Accepted 
proposals, W'hose terms may provide a penalty for delay in execution of 
t^'ork, should be similarly treated. The completion of work under such 

J on tracts or\ccepte*l proposals should bo promptly reported to the Depnrt- 
lont, with a statement of account and a full explanation of the causes of 
tjelay, if any, reference being made in detail to any loss or damage sustained 
by the United States as n result of such delay. 

f 13. Superintendents of construction. —When issuing vouchers 
for presentation to a Disbursing Agent for payment, saperiDtcDdents must 
••e that they are filled out and complete lu every particular, excepting only 
the check-legend at bottom of voucher, the number, aud the lower part 
Of the brief ou the back. The memorandum, which should be prepared 
^.ith equal care, can only be detached by the Disbursing Agent or at the 
lepartment. 

14. Disbursing: agents.—These officers will number their vouchers on 
10 back, in monthly series, beginuing each mouth with the first voucher 
lid (No. 1), and following this in the order of payment. The blanks in 
le check-legend at the bottom of the voucher must be filled out by the 
fisbursing Agent. lie must make no disbursements of any kind until 
bthorized to do bo by the Department, and ujion receiving such authority 
Sould be careful to observe that his payments are made iu accordance 
^erewith. Under no circumstances should ho make a payment in advance 
Ipr work or services of any kind. No transmitting letters are required to 
Kcoinpauy his accounts. (See also note ou face of memorandum.) 

{ 15. Architects—Tarsney Act,—Architects are required to prepare 
I ^nd certify vouchers, in payment for work done under their local super- 
Ision, in accordance with the regulations aud rules of the Deimrtmeul. 
7heir form of certification should ho ns follows, written or 6tatiip<>d on the 
1 ice of the voucher, and signed by tbem us architects: “Certified os to cor- 
ibetnessand value of sendco perforiue*!, and approval for payment in the 

I mount stoted, viz, $. -The approval cerlificato on the 

: toucher is for the signature of the Saperintendent of Construction, who 
1 cts ns the representative of the Department. It is desirable that applica- 
lion should bo ma<le by architects (stating the conditions under which they 
j perue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined iu sets, for distribution 
1 > those charged with the duty of preparing, certifying, and issuing vouch- 
rs, will be furnished upon rc<iucst. These forms embrace the methods of 
i ccounting most frequently met with in the preparation of vouchors, aud a 
: iferoiice to them as a guide will save time and avoid much unnecessary 
< )rreBpondonce. 



































Account submitted for 
Differences as folloivs:. 


Amount allowed on voucher 




P,M hj cUck Mo ..., , lat.il - too . dmwn, ok . 

.. ... ’ order of Payee named above, for 


by 


(Nftm© of ollicer.) 

/ 


Disbursiuf^ 


(Clork or agent.’)" 


(Place ’Where loca^d"")* 


•J--2014 
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ucher J^o. 


QTrraaurg Sppartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 




For Purchases, and Services other than Personal. 


[To be filled in by Disbareing Officer.] 
AOOOUNXS OR 


(Name of diabaraing officer.) 

Disbursing . 

(Clerk or agentl) 


(Place where located.) 



GENERAL INSTRUCTIONS. 


1. Form and u8e.-..Tbis form of voucher will be nimd for all expend!, 
turcs except traveling expcnaca and peraoiial aervicea. Where an account 
ia too large to be aUitcd on one form, uao additional forma, foatening them 
together in the upper left-hand comer. Fill out the certificates on the laat * 
I form only. 

j 2. Title of buildingf.—State the title of the building on the line dcaig- 
, nated for that purpose, following it with the name of the city and State in 
‘ which located. The attention of Custodians la particularly called to this 
j requirement. 

3. Certificates.—Vouchers received at the Department without certifi- 
^ ca«ion will be returned. The approval blank, for the signature of the 
Aaaiatant Secretary, is for use only by the reviewing authority at the 
\ Department when the voucher ia paid at Washington, D. C. 
j 4. Briefing.—The upper briefing on the back (both voucher and memo- 
I randum) must be properly filled out before the voucher is tranemitted to 
j the Department. Whether as a separate vouchor forwarded for payment 
I (in which case the number only is left blank) or as a voucher included in 
J the abstract of a Disbursing Agent, this requirement must be adhered to. 
j If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult “ instructions to Custodians. 

5. Letters of transmittal.—Accompany all vouchers for unauthor- / 
ized expenditures with letters of transmittal. Describe briefly the work!>^ 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 

a brief reference to the emergency which required immediate expenditure 
should be stated. 

6. Itemization.—Unless Issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.-Charges for telegraphic service must bo accompanied 
with copies of the telegrams. 

I 8. ReirabursemeDts.— Vouchers covering a reimbursement for minor 

1 expenditures incurred must be accompanied with receipted bills. Officers 
I and employees are not entitled to reimbursement for any expenditures 
I made from their private funds (other than for purely personal traveling 
I expenses), except under stress of urgent or unforeM^^n public necessity. 

; Before using their own fuuds, they should ascertain whether it is feasible 

j to foiTvard vouchers to the Department for iwyment. The measure of 
the feasibility of so making payment should not be t/icir oini convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dales of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

[ 10. Additions and deductions.—All acceptances by the Depart- 

i ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per- 
centages and the payments to be made, and can not properly be omitted. 

I 11. Division under appropriations.—In vouchers issued under 
I contracts or accepted proposals involving a charge against two or more ap- 
J propriations, the contract or proposal must be taken up as a whole for each 
jf appropriation, and separate vouchers rendered under each head, deducting 
Jj from the amount of the contr or proposal in each voucher the sum or 
jtt sums properly chargeable to the other items of appropriaUous. In this 
if manner the contract or proposal is divided under its respective heads. 


12. Final settlements.—Vouchers in final settlement of contract* 
uhder bond must not be issued without prior authority from the Depart- 
nient. Such settlements may involve the imposition of a penalty, the 
determination of which rests with the Secretary' of the Treasury. Accepted 
pfoposals, whose terms may provide a penalty for delay in execution of 
>vt)rk, should be similarly treated. The completion of work under such 
contracts or accepted proposals should be promptly reported to the Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being made In detail to any loss or damage sustained 
by the United States os a rerult of such delay. 

13. Superintendents of construction. —When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled out and complete in every particular, excepting only 
tke check-legend at bottom of voucher, the number, and the lower part 
ol the brief on the back. The memorandum, which should be prepared 
with equal care, can only be detached by the Disbursing Agent or at the 
'■Apartment. 

1. Disbursing agents.—Those officers will number their vouchors on 
^back, in monthly series, beginning each month with the first voucher 
|i (No. 1), and following this in the order of payment. The blanks in 
check-legend at the bottom of the voucher must be filled out by the 
D.^bur8ing Agent. Ue must make no disbursements of any kind until 
arthorized to do so by the Department, and upon receiving such authority 
Mould bo careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a payment in advance 
tor work or services of any kind. No transmitting letters are required to 
accompany his accounts. (Seealso note on farce of memorandum.) 

15. Architects—Tarsney Act.—Architects are required to prepare 
Spd certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of the Department, 
•^cir form of certification should be as follows, written or stamped on the 
face of the voucher, and signed by them as architects: “Certified as to cor- 
^tness and value of service performed, and approval for payment in the 

spiount stated, viz, $--’» The approval certificate on the 

voucher is for the signature of the Superintendent of ConstrucUon, who 
ijpts as the represenUitive of the Department. It is desirable that applica- 
«on should be made by architects (stating the conditions under which they 
^rue) for payments ou account of commissions. 

I 16. Sample vouchers.-Vouchers, combined in seta, for distribution 
m those charged with the duty of preparing, certifying, and issuiug vouch- 
will be furnished upon request. These forms embrace the methods of 
accounting most frequently met with in the preparation of vouchers, and a 
reference to them as a guide will save Ume and avoid much unnecessary 
oorrespondence. 
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^ VOUCJItll F(Jlt I'LUCIIABFjj, ANI> BKIlVICiJj >nUiAl THAN l>i;K8f)NAL. 
Furiii No. K««K>. ^ i -- 

Form wnprovoci by tho f>>niptrollorof ^ ' ' 

tho lr«ttimryB<jpUmb<T 12, IW. f A ' i * 

Appropriation i.LAiL^OLA/V?y \JacA>i^jimATU>A 

THE UNITED STATE% ‘ 
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190 



1 


-3r“ 

•r? 



. o 0 . 

. I . j-o 




^ /0 OO^-^LAyULJ^ ../ 



-O/K 




^-i5~0^ .0.0. 
a^ccJ. 1^2^ %SZ o 
. 


;c^ 


^' V . V 


I03 6~o 
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READ THIS NOTE CAREFULLY. 

Vouclf^"'''^ ™’ P“nx.«. .okly, i. a .nbstlmu.. Make a litenU tnmacript above of the acconnt ahowa oo .ho 

their Bniwiow. when forwanlloR their account., will flU out the three line. U<Iow (check le«ond), detach the Slemoraudum and retain It for 

In all CIUI 08 whoro (be Voucher in forward^^i to the Department for pnjimcnl the Memorandum must V-company It and must not be iU^tsu^h^ un, « i i, : 
aLTthcriS[:r^:i:"^ Department, acoompani.! with tbe Memorandum, the thr^ lines below (cbcckTegLd) Hbonld beX^i^f^'^Jurc 


AniVilNISHTRATIVE: ACTION. 


Account suhruyitted for... 
Differences as follows:.. 


Amount allowed on voucher 


Paid hij check J^o, . 


hij .... , _ 

(Name of disbuming ofllcor.) 


dated^ . 

. , to order 

., Dishursing 


.. 190 , drawn on 

of Payee named above, for $. 


•Wi' 


(C'lork or agent.)' 


(Place where located.) 



































































































































GENERAL INSTRUCTIONS. 


(iircaaurij Sp|jartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION : 



For Purchases, and Services other than Personal. 


[To bo fillod in by Disbursing Officer.] 
AOOOUNXS OF* 


(Name of disboraing officer.) 

DirSbzti^sifi^ 

(Clerk or agent.) 


(Place where located.) 


., 190 

(Period fur which account is rendered.) 


2—2014 


TREASUKy UEPAirr/rE/vpi 
RECErVBD. ' / 
ALIQ 9 1909 


1. Form and use.—This form of voucher will be used for all expendi¬ 
tures except traveling expeutea and personal services. Where an account 
is too largo to be stilted on one form, use additional forma, fastening them 
together in the upper left-hand comer. Fill out the certificates on the lost 
form only. 

2. Title of building:.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 

j requirement. 

( 3. Certificates.—Vouchors received at the Department without certifi¬ 

cation will bo returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing:.—The upper briefing on the back (both voucher and memo¬ 
randum) must bo properly filled out before the voucher is transmitted to 
the Department. Whether as a seimrate voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing .\gont, this requirement must be adhered to. 
If the appropriation is unknown, leave the lino blank. For annual appro¬ 
priations consult Instructions to Custodians.'’ 

6. Letters of transmittal.—Accompany all vouchers fur unauthor- 
I ized exi>endituros with letters of transmittal. Describe briefly the work 
I done or services rendered, and whether satisfactorily completed or per- 
I formed; if for articles or supplies, whether received in good condition; and 

i a brief reference to the emergency which required immediate expenditure 
should bo stated. * 

, 6. Itemization.—Unless issued under a contract or accepted proposal 

on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouebers must be itemized, 
indicating the labor, material, and articles supplied, and the nnit of price. 

I 7. Telegrams.—Charges for telegraphic service must be accompanied 
. with copies of the telegrams. 

8. Reimbursements.—Voochers covering a reimbnrsement for minor 
expenditures incurred must be accomi>anied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
1 the feasibility of so-making payment should not be oim convenience 

I or desire. Where the stress of public necessity requires officers and em- 

i ployees to use their own funds, the facts should be set out iu the vouchers. 
9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against, 
i 10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior accepUinces, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
. proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not properly bo omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouebers rendered under each bead, deducting 
from the amount of the contr. or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
‘ manner the contract or proposal is divided under its respective beads. 


I 


12. Final settlements.—Vouebers in final settlement of coutractir 
under bond must not be issued withont prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
icterminatioo of w hich rests with the Secretar}- of the Treasury. Accepted 
proposals, whose terms may provide a penalty for delay in execution of 
srork, should be similarly treated. The completion of work under such 
eontructs or accepted proposals should l>e promptly rei>orted to the Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
^eluy, if any, reference being made iu detail to any loss or damage sustained 
by the United States as a rerult of such delay. 

, 13. Superiutendents of construction.—When issning vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
flee that they are filled out and complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and the lower part 
of the brief on the back. The memorandum, which should bo prepared 
with equal care, can only bo detached by the Disbursing Agoot or at the 
Department. 

14. Disliursiiig ag:ents.—These officers will number their vouchers on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in the order of pa^Tnent. The blanks in 

S he check-legend at the bottom of the voucher must ho filled out by the 
)isbur8iDg Agent. Hu must make no dibhursements of any kind until 
iSntborizcd to do so by the Department, and ujKin roceiving such authority 
^should ho careful to observe that his payments arc made in accordance 


jfor work or services of any kind. No transmitting letters are required to 
iccom{>any his accounts. (See also note on face of memorandum.) 

16. Architects—Tarsney Act.—Architects are required to prepare 
land certify vouchers, In payment for work done under their local super- 
isioD, in accordance .with the regulations and rules of the Department. 
[Their fonu of certification should he as follows, written or stamped on the 
face of the voucher, and signed by them as architects: “Certified os to cor- 
tness and value of service performed, and approval for payment in the 

lount stated, viz, $-“ The approval certificate on the 

Puncher is for the signature of the Superintendent of Construction, who 
Wets as the representative of the Department. It is desirable that applica- 
ition should he made by architects (stating the conditions under which they 
Ijmcrue) for pa 3 mieDts on account of commissions. 

^ 16. Sample vouchers.—Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing voueb- 
,©rs, will be furnished upon request. These forms embrace the metbmls of 
ificcouuling most frequently met with iu the preparation of vouchers, and a 
^fereuce to them as a guide will save time and avoid much unnecessary 
porres{)ondenco. 







































Note 

General Instructions 
on bark «>f 
Mcuiorandum. 


TUEASrUY DEPARTMENT, ^ VOUOUEB FOR PL'RCllAStS, AND Sf.UVICES nTlIKR THAN PERSONAL. 

OrriCB or IHINO AK» lliTECT. « 

« Form No. 8G00. - ; * - 

Form approviMl by ibo Coniptrollerof 

ti,eTr«nry8e,,t«^l.rl.J^. j 

' (State full title of apiiropriatioD.) 

The united states,' ^ 

• To.-...2^ E.!__.U0MCRIEPP _ _ ^ Dk. 

% (Name of ]iayee.) 

Addbbsb: _D®.D.y®r».._-.. 

78tre«‘t and number.) (City or town.) (State.) 


Date ok Deuveuy 

OR Servics. 

190 9 

' ^ v 

' 

• . ' ITEMS. 

'1 

Unit Price. 

Amount. 

Dolls. 

Ote. 

Per— 

DoUars. 

Cf- 

Aug. 

5 

---- 

New Skylights, Ventilating Flues, and 








Doorsetc. 




5,301 

o 

o 



.-.7‘.. 

Less..amount charged to appropriation 








for Repairs and Preservation of Public 




. 

. 



Buildings, 1909, 




IjtiiL 

00 







1,080 

00 



Less Value of Work not completed 




_380 

.£2 







1,500 

00 


Less 10^ retained 




150 

00.. 



Amount duQ~ 5 * 




1,.350 

00 



. AjKieJv . 








_ P (4 








. 




1 1 

1 






.1.f. 




1,350.00 


—- - - - - p 

.0 _ 




At^ 00 


Building: U. S.lag .. Location:_b®ay®rj-..0.9lOradO. 


READ THIS NOTE CAREFULLY. 

hujlicaU v<mchert art no longer required. This Memorandum, for reference purposes solely, is a eubsUtuto. Make a literal tranacript above of the account shown on tbo 
Voucbcr. 

Disbursing Agents for Public Buildings, when forwarding their accounts, will fill out the throe lines below (check legend), detach the Memorandum and retain it for 
their files. 

In all cases where the Voucher Is forw'arded to the Department for payment the Memorandum must accompany it and must not l>e detached, ^^^len checks in navmcnt 
of vouchers arc received from the Department, Bccompanio<l with the Memorandum, the three lines below (check legend) should bo lllled iu for future reference bv Chistotlians 
and oUiers lotereated. 


administr.AlT'ive: action. 

Account submitted for ___ 

Differences as follows: ..... 


Amount allowed on voucher 





Paul by check J^o. 


by - 


(Name of dfsbundug officer.) 


dated —..1. 100 , drawn on ..._ 

., to order of Payee named above, for $. . 

Disbursing ..^. _ 

(Oerk or agent.) ‘(Pla'c© wher^Toiit^ 



-V)Yr 
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oi^her 


GENERAL INSTRUCTIONS. 


OIrraHury Bryartmrut, 

OFFICE OF SUPERVISING ARCHITECT. 



For Purchases, and Services other than Personal. 


[To filled in by Disbursing Officer.] 

AOOOUNXS OR 


(Name of disbnraing officer.) 


Disbursing 


(Clerk or agent.) 


(Place where located.) 


(Period for which account ie rendered.) 


190 


2—2U11 


THasu/jy 

RBCBrVEo. ' 
9 1909 


1. Form and use.—Thle form of voucher w’ill bo uned for all expendi¬ 
ture's except traveling expenses and personal survices. Where an account 
is t(M> largo to bo statcil on one form, use additional forms, fastening them 
together in tho upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of building;.—Statu the title of tho building on tho line desig¬ 
nated for that purpose, following it with the uumo of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Cortifleatos.—Vouchors roceived at the Departmont without cortifi- 
catioQ will bo rotuniod. The approval blank, for the Kignature of the 
Assistant Socn^tory, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Rrloflng;.—Tho upper briefing on tho back (both voucher and memo¬ 
randum) must bo properly filled out before tho voucher is transmitted to 
the Department. Whether as a sepamto vouchor forwardotl for payment 
(in which case the number only is left blank) or as a voucher included in 
tho abstract of a Disbursing Agent, this roquiromeut must bo adhered to. 
If the appropriation is unknown, icavo the line blank. Fur annual appro¬ 
priations consult Instructions to Custodians.'’ 

5. Letters of trausiiilital.—Accompany all vouchers for nnauthor- 
' ized expenditures with letters of transmittal. Doscribo briefiy the work 
' done or services rendered, and whether satisfactorily completed or per- 

formed; if for articles or supplies, whether received in good condition; and 
H brief reference to tho emergency which required immediate expenditure 
should bo stated. 

0. Itemizatlou.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
othor officer by authority from the Department, vouchors must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must bo accomijanied 
with copies of tho telegrams. 

8. RelmbiirsemeDts.—Vouchors covering a reimbnrsomeut for minor 
ex{>euditurc8 incurred must be accomiuinied with receipted bills. Officers 
and employees are not entitled to reimbursement for any ex^jendlturos 
made from their private funds (other than for purely personal traveling 
exi)eu6es), except under stroos of urgent or unforeseen public necessity. 
Before using their ow'u funds, they should ascertain whether it is feasible 
to forward vouchers to tho Department for payment. The measure of 
the feasibility of so making payment should not be their oten convenience 
or dosiro. W’here the stress of public necessity requires officers and em- 
ployoea to use their own funds, tho facts should be sot out in tho vouchers. 

9. Cori'ection of errors.—Errors In computation or extension, in 
stating dates of contnicts, proi> 08 als, and authorizations and tho omission of 
signatures from certificates should be carofully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must bo taken up in 
chronological order in oil vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of tho retained i)er- 
centagus and tho payments to bo made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must bo taken up as a whole for each 
approprintioo, and separate vouchors rendered under each head, deducting 
from the amount of the contv. or proposal in each voucher tlie sum or 
sums properly chargeable to tho other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 




12. Final settlements.—Vonchers In final settlement of contracUr 
under bond must not ho issued without prior authority from the Depart¬ 
ment. Such settlements may involve the impooitioD of a penalty, the 
determination of which rests with the Secretary' of the Treasury. Accepted 
jproposals, w'hose terms may provide a penalty for delay in execution of 

^ork, should be similarly treated. Tho completion of work under such 
contracts or accepted proposals should bo pixrmptly reported to tho Depart¬ 
ment, with a statement of account and a full explanation of tho cuuiiesof 
'delay, if any, reference being made in detail to any loss or damage sustained 
by the United States as u rorult of such delay. 

13. Superiutcndeiits of construction.—When issuing vouchers 
Ifor presentation to a Disbursing Agent for payment, superintendents must 
see that they are fillotl out and complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and tho lower part 
of the brief on the back. Tho memorandum, which should be prepared 
with equal care, can only be detuchcil by the Disbursing Agent or at the 
Department. 

14. Dishursiiij; agents.—These officers will number their vouchers ou 
tho back, in monthly series, beginning each month with the first voucher 
XKiid (No. l),and following this in tho order of {layment. The blanks in 
the check-legend at tho bottom of the voucher must bo filled out by the 
Disbursing Agent. Ho must make no disbursemonls of any kind until 
authorized to do so by tho Department, and iiiwu receiving such authority 
should bo careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a payment in advance 
^for work or services of any kind. No transmitting letters are required to 
^accompany his accounts. (Sec also note on face of memoninduiu.) 

15. Architects—Tarsney Act,—Architects are required to prepare 
and certify vouchers, in payment for work done under their locxil super¬ 
vision, in accordance with tho regulations and rules of the Department. 
Their form of certification should be as foilow's, written or stamped on tho 
face of tho vouchor, and signed by them as architects: “Certified as to cor¬ 
rectness and value of service [lerformcd, and approval for payment in the 

amount stated, viz, S_The approval certificate on tho 

voucher is for the signature of the Superintendent of (Construction, who 
acts os tho representative of the Department. It is desirable that applica¬ 
tion should bo made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for distribution 
to those charged with tho duty of preparing, certifying, and issuing vouch- 

I ers, will be furnished upon request. These forms embrace the methods of 
Wcounling most frequently met with in tho preparation of vouchers, and a 
^ reference to them as a guide will save time and avoid much uuuecessary 
correspondence. 

































treasury department, 

Office of SuphnvisiNti Architect. 

F»»riii No. 8000. 

Fom approve«l by tho Comptrollorof 
the Treasury September 12, 1907 . 


VOUCHER I<OR PURCHASES, AND SERVICES OTHER TUAN PERSONAL. 


^ Appropriation: — J)fljrur.®r, ..Colorado^ 

THE UNITED STATES, (Stat« fun lltle or appropriation.) 

* To .-Tiig .ReRur.tJr 19 . MaHUf aeturIng C O Mpa/iy de. 

(Name of payee.) ' ’ 


Note 

General liistructiouti 
on buck of 
Memoruudum. 


Address:_ 


(Street ami number.) 


Date of Delivery 
OH Service. 

190 9 


Aug.. 


Dunvo.r.,.. C.Ql.o.rad, 0 -, 

(City or town. ) 


(State.) 


ITEMS. 


.^... ..7Qo#.j_ialiack. .Strictly..P 

.3.3..gal, Turp.e.n.ti.ne.. 

-3-:^.".6‘?Ai.o.d..L.insee.d..0.il 

.Whi.ting. 

..£ 1.1.....We.s.tern.,pre.servat.ive. .Varn.i 3 h 

-2r#3.Q...0....K.,. Bru3he.3-fiubber..Set 

3.-.—.“ » H 

5#..I)rop..Black in Oil.. 

1# .P.r.u3 s.l an. B1 ue .•*... 

.5#..B.urnt...Unbe.r ■ “ 

5#-.L. Ohroiae Oreen..?. 

.-5#.V.o.ne.tian..H6d " 


1IB-i/ J.P.L.S.« Ochre, in. oil...'u.o.u.c.fi’«5> 


Ch. Yellow.. '*■ 


102 . 


Voucher ta D. C.- 

Memo, returned- AU6-0i) 1909 






Building: U. S. Rint 


Location: -Dgjnvflr♦■..QolQravio. 


„ READ THIS NOTE CAREFULLY. 

Vouchor '""O" required. Tlua Momonindnin, for roforonce j 

tbeir me,'’"™”'' wl-en forwarding tboir , 


, pnrpoao, «,lely, i, a substituio. Make a litoral transcript above of the account rf.„wn on the 

In alicaoc. whore the Voncbcri, forwarded to the acna ri„ «»- boiow (check legend,. deb«=b the Memorandum and retain it for 

anJ o'‘tW."’inmrS!"' accompani«l with the £StKn"«m^ tbfSSrbeTw ^ not be de^-hed. Wh 


, the tb.xut line, below (check legend) ebonldle 


Account submitted for _ 

Bifferences as follows: . 


ADMINISTRATIVE ACTION. 


Amount allowed on voucher 


Paid by Chech J^o . ^ ., dated...... ...^ iqq ^ ’. '. 

... > order of Payee nained above, for . 

(Nameufdiaiiu^ngmnccrr) Bisbursitl^ - ^foT"i;--’ - 

' (Clerk or agent.) (flaVe-wh^toii-M.)-- 


‘J—2ni4 





































































































































Voucher Jfo, 


GENERAL INSTRUCTIONS. 


(Hrrasurij irpartment, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 


(State full title of appropriatiou, using both iJLw if necessary.) 


j 

‘ .. .thijhesifi 

0 



For Purchases, and Services other than Personal. 

[To be filled in by Disbursing Officer.] 

AOOOUNXS OF" 

(Name of disbursing officer.) 

Disbursing . .... 

(Clerk or agent.) 

(Place where located.) 

.., 190 

(Period for which account is rendered.) 

2—2014 / 1 

_ (A 

I [REASURY department, 

f RnCEIVED. 

! A'JG 12 1909 

i v'l'p.Tvising Architect. 


1. Form and nse.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and personal ser^'ices. Where an account 
. is tcK) large to be sUited on one form, use additional forms, fastening them 
’ together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

! 2. Title of building.—State the title of the building on the line desig¬ 

nated for that purpose, following it with the name of the city and State In 
( which located. The attention of Custodians is particularly called to this 
• requirement. 

i s. Certifleates.—Vouchors received at the Department without certifi¬ 
cation will be returacd. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
I Department w’hcn the vonebor is paid at Washington, D. C. 
i 4. Briefing.—The npper briefing on the l»ack (both voucher and memo* 
« randum) must be properly filled out t)efore the voucher is transmitted to 

I the Dei)artment. Whether as a separate voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
* the abstract of a Disbursing Agent, this requirement must be adhered to. 

i lf the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult ** Instructions to Custodians.'* 

I 6. Letters of trausmittal.—Accomiiany all vouchers fur unauthor- 
! ized expenditures with letters of transmittal. Describe briefly the work 
1 done or services rendered, and whether satisfactorily completed or per- 
' formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 

S should be stated. 

6. Itemization.—Unless issued under a contract or accepted proposal 
^ on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchcni must be itemized, 
I indicating the labor, material, and articles supplied, and the unit of price. 

^ 7. Telegrams.—Charges for telegraphic service must be accompanied 

w’ith copies of the telegrams. 

8. Keiniburseiueuts.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimburbement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making [)a>'tnent should not be Ihnir own convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their o^'o funds, the facts should be set out in the vouchers. 
^ 9. Correction of errors.—Errors in computation or extension, in 
j. stating dates of contracts, proi>osals, and anthorizations and the omission of 
j signatures from certificates should bo carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart- 
* ment involving additions to or deductions from forn;aI contracts or accepted 
^proposals, and all revocations of prior acceptances, must be taken np in 
i chronological order in all vouchers issued on account of such contracts or 
' proposals Items of this character affect the amount of the retained per- 
j centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In voucheia issued under 
contracts or accepted proposals Involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
' Appropriation, and separate vouchers rendered under each bead, deducting 
; from the amount of the contr. or proposal in each voucher the sum or 
iaums properly chargeable to the other items of appropriations. In this 
I manner the contract or proposal is divided under its respective heads. 


1 


Final settlements.—Vouchers in final settlement of coutraclb 
under bond must not be Issued without prior authority from the Deparl- 
mcni^ Such settlements may involve the imposition of a penalty, the 
deterjmination of which rests with the Secretary of the Treasury. Accepted 
propels, whose terms may provide a penalty for delay in execution of 
worl^ should be similarly treated. The completion of work under such 
coutmets or accepted proposals should lie promptly reported to the Deiiart- 
ment^ w ith a statement of account and a full explanation of the causes of 
dela.^ if any, reference being made in detail to any loss or damage sustained 
by the United States as a retmlt of such delay. 

13. 'Supcriutendeiits of construction.—When issuing vouchers 
for x>i^ntation to a Disbursing Agent for payment, superintendents must 
see that they are filled out and complete in every particular, excepting ouly 
the dbeck-legend at bottom of voucher, the number, and tho low’er part 
of the brief on the back. The memorandum, which should be prepared 
with^ equal care, can only bo detached by tho Disbursing Agent or at the 
Dcpi^mcnt. 

14. : Disbursing agents.—These officers will number their vouchers on 
tho bhek, in monthly series, beginniug each month with the first voucher 
paid (No. 1), and following this in the order of payment. The blanks in 
the cvcck-legend at the bottom of the voucher must be filled out by the 
Dlsbarsing Agent, lie must mako no disbursements of any kind until 
autUsrized to do so by the Department, and upon receiving such authority 
should be careful to observe that his payments are made in accordance 
therow ith. Under no circumstances should he make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accoi^pauy his accounts. (See also note on face of memorandum.) 

16^ Architects—Tarsney Act.—Architects are required to prepan* 
and ^rtify vouchers, in payment for work done under their local supci- 
visidO, in aci‘.ordance w'ith the regulations and rules of the Department. 
Thelf form of certification should be as follows, written or 8tamp<‘d on the 
fac<} pf tho voucher, and signed by them as architects: Certified os to cor¬ 
rectness and value of service performed, and approval for payment in the 

amoilnt stated, viz, $-The approval certificate on the 

voucher is for the signature of the Superintendent of Construction, who 
acts ^ the representative of the Department It is desirable that applica¬ 
tion ^ould be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

Ifi. Sample Touchers. —Vouchers, combined in sets, for distribution 
to th064‘ charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 
accounting most frequently met with in the preparation of vouchers, and a 
reforjince to them as a guide will save time and avoid much unnecessary 
correj^ndence. 


I 


I, 

] 

\ 






































Location 




READ THIS NOTE CAREFULLY, 


, *" "" »»r pan«« «i.ir. i.. „b«,tuu.. * ^ ^ 

.h.lr m:;':"”'"*' ‘•••l-- •«»«»>•, w«l mi U.. 0,r« ll«. Wow rrtack dH«l, til, «4 r«,i. It to. 


AOMINIH'I'RATIVK AC'TION. 


Accownt suhm.Uted for 
iJiffercnons as follows: 


yd mount allowed ou voucher 


Paid, hij eh^e/c J^o, 

. 


(Nuiie of rKubumln^ otHcr.r.) 


, dated ......, 100 , Orawn, on . 

.^ ord^.r of Payee named aljove, for $ . 

. .f Disbursing .... 

(CWrk or .. . .) 


2—»il4 








































































Voucher 


GENERAL INSTRUCTIONS. 


(Trpasury Bpjiartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPR I AXIOM : 


f 


,,. ^tCcK/Vf.. 

(Statu full^le of appropriatioD, using^th linos if necessary.) ^ 




For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUfSIXS OR 


(Name of disbursing officer.) 

Disbursing .. 

(Clerk or agent.) 


(Place where bx’ated.) 


., 190 

(Period for which account is rendered.) 


2-2014 


treasury DEPAfllME 

BHOBJVli’D. 

AUu 10 1909 

Officf! oiS;ipfrvi$in|;ArchiUct. 



1. Form and use.—This form of voucher will be iiKod for all expendi¬ 
tures except traveling expenses and persoutil services. Whore an account 
is too largo to bo stated on one form, use additional forms, fastening them 
together in tho upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of building^.—State the title i>f tho building on tho line desig¬ 
nated for that purpose, following it with tho name of the city and State in 
which located. Tho attention of Custodians is particularly calle4l to this 
requirement. 

3. Certificates.—Vouchors received at tho Department without certifi¬ 
cation will bo returned. Tho approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when tho voucher is paid at Washington, D. C. 

4. Itriefing.—The upper briefing on tho back (both voucher and memo¬ 
randum) must be properly filled out before tho voucher is transmittal to 
the Department. Whether as a separate vouchor forwarded for pn3''mont 
(in w’hich cose the numlior only is loft blank) or as a voucher Included in 
the abstract of a Disbursing Agent, this requirement must bo adboretl to. 
If the appropriatiuD is unknown, leave the line blank. For annual appro¬ 
priations consult ** instructions to Custodians.'* 

^ 6. LiCtters of traDgmittal.—Accompany all vouchers for unauthor¬ 

ized expenditures with letters of transmittal. Describe briefiy the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; If for articles or supplies, whether received in good condition; and 
I a brief reference to the emergency which required immediate expenditure 
should be stated. 

6. Itemization.—rnlces issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 

I indicating tho labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accum^wuied 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for miuor 
expenditnres incurred must be accomi>auicd with receipted hills. Officers 
and employees are not entitled to relmbursoment for any ex[)cnditurea 
mode from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 

, to forward vouchers to the Department for payment. The measure of 
* the feasibility of so making payment should not betAWroirri conveulenco 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in tbo vouchers. 

9. Correction of errors.—Errors In computation or extension, in 
stating dates of contracts, proiK>sal8, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additiona and deductions.—All acceptances by tho Depart- 

i ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must bo taken up in 
cbroDologicat order in all vouchors issued on account of such contracts or 
proposals Items of this character alTect tho amount of tho retained per¬ 
centages and the payments to be made, and can not properly bo omitted. 

11. Division under appropriations.-In vonchers issued under 
contracts or accepted proposals Involving a charge against two or more ap¬ 
propriations, the contract or proposal must bo taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from tbo amount of the contu or proposal in each vouchor the sum or 
sums properly chargeable to tho other items of appropriations. In this 
manner tho contract or proposal is divided under its respective heads. 


’i 

i ' 

12. Finn! settlcmvnts.—Vouchers In final settlement of ooiitrarU 
an ler bond must not bo issued without prior authority from the Dejiart- 
m« tt. 8uch fMdtluinonts may involve tho iiu|KMjtion of a penally, the 
det inniriatiun of which rests with tho 8rM.'retAry of the Tasumry. Accepled 
pn whose tonus may provide a penally for U«day in exocnllon t»f 

wo k, should he slitiilarly treatiMl. Tlio ooniplolion of work under such 
coi tracts or accepted proposals should ho promptly reiMirtCKi to tlie Dr|wrt- 
mo|it, with a statement of account and a full explanation of the causes of 
deliy, if any, referenre being made in detail to any loss or damage siiM(nltu«<i 
by Iho United Slates oa a rorult of such delay. 

l>. Suporiiitenclenta of coiiHtructloii.—When issuing vouchers 
for^resentation to a Dlshuniug Agent fui payment, superintondenU must 
see ttiat they are filled out and compleUt in every purtiriilur, excepting only 
the chock-legend at liottuiu of vouchor, the number, and the lower iiart 
of ,ho brief on tho back. The momorunduni, w’hich should be pre|>ared 
wH I equal care, can only be dotucbiHl by tho Disbursing Agent oral tho 
De lirtment. 

1 t. Dialruraing; amenta.—Those officers will number tbedr vouchors on 
thfi back, in monthly series, beginning each iiionlh with the first voucher 
pal ^(No. I), and following this in the onlor of payment. Tho blanks In 
the Check-Icgcnd at tho bottom of tho voucher must be filled out by Iho 
Dis lutvlng .Agent. lie must make no dislmrsenienti of any kind until 
uut lorizcd to do so by tbe Department, and upon rt'culvlug such authority 
shoiiM bo careful hi observe that his payments are made in acconlanco 
Ihcpw ith. Under no circumstances should he make a payment in advance 
for ^ork or services of any kind. No transinitting letters are roquircHl to 
acc miuiuy his accounts. (See also note on face of nicmomudum.) 

1 1 . ArchiteotH—Tarnnoy Act.—Architects are required to prepare 
am certify voachem, in {wyment for work done under their local super- 
visl m, in acconlance with the rt'gulatiuns and rules of tbo I>e|)artmenl. 
Th< ir funn of certification should be as follows, written or slamped on the 
fac4 of tho voucher, and signe<l hy them us architects: '^Certified as to cor- 
reel n-KM and value of service p<‘rformctl, and approval for payinenl in the 

amtent stated, viz, $-The approval cerllflcalo on the 

vou fher is for the signature of the Superintendent of OonslrucUon, who 
acti as tbe representative of tho Deiiattinent. It is desirable that upplica- 
tioi should bo made by archltecta (stating the conditions under which they 
acci ic) for payments on account of cunimlssions. 

1(, Snmplo voiichorM.—Vouchers, combined iu sets, for dlstributlou 
to tl lose charged with Uio duty of pmiHiriug, cortifyiug, nud iwuing vouch¬ 
ors, prill be furnished upon nsiucsl. Those forms ombrace the melhoils of 
acc( unting most frequently mot w ith iu the prepamliou of vouchers, aud a 
refe eucc to them as a guide will save time and avoid much unnecussary 
con MlHindence. 


i 


\ 

I 
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TREASURY DEPARTMENT, 
Office of SuptRvisiNu Architect. 

Form N«». 8000, 

Form approved by tho Comptroller of 
Ibo Tre«8ur>' Septeml)er I'J, 1907. 


VOUCUER tX)R PURCHASliS, AND SERVICES OTHER THAN PERSONAL. 


Note 

General liihtnictionK 
on buck <if 
Meiuoruiiclum. 


suilfci a Ty ^ ^ 3 ^ wm 

Appropriation: _^ DSflVSlTj C0l0l!*3.Cl0f 

(State full Otic of appropriation.) 

THE UNITED STATES, 

To.3 ., Dr. 

(Name of fiayce.) 

Address;_^. .-...-A?JY 9Jwprth^ 

(Stio<*tami number.) 


Date op Delivery 

OR SER\nCK. 

190 9 

ITEMS. 

Ukit Price. 

Amount. 

Dollfl. 

Cts. 

Per— 

Dollars. 

Cta. 

Apr. 

37 

Carving panels over irindows and main 








entrance. 




4,443 

00 



Loss payments made 




2,G90, 

— lariaf ggini — m 

1 1,752. 

10 

^90 



Amount due 

























-MJ 

H'i 

iQno 




Voucher to D 

. C.„ 


.-- 




.a-. Memo, retun 

led.. 

Jtl 

_6 1909 




-t-n -paij4itc^t ^ 







.J 

'ooiid^rie-r (o|^ 4^ri.ivr» irfvu^ . 








^ 1 Vc 1 MO'Ta 1 vb u^m a 








'tui 11 Gc o-civt to 














y>U/C<rx/Vi<\ 

q ^ ^ ^ Total. 

ti^^sa 90 


1,753.90 


Building; U. S- Location: 


READ THIS NOTE CAREFULLY. 

Voucb^^”“** "»■«»«" or. no longer required. ThJ. Meiuoraiidum, for rc-tcrenco purpMo. .ol.ly. Is a substitute. Make o litem! transcript above ot the account .ho»-n on tbu 
their Ble.'™™”®^*"”*''"“‘o*'' “ecoo”**, wHI fill out tbo three lines U-low (check loitend), detach tho Meiuormndiim and retain It for 

In all casea whore the Voucher is forwarded to the DeiNirtmont for paymait the Mumomndum must accompany it and must not be detached MTipn chorlcR in imvinn.if 
aLlThcriSferl^ei * Department, accompanied with the Memomiulum, tho throe linca below (chock legend) should be tilled in for futiiro roforonc^ 


ADMINISXl^A'TIVE ACTION. 


Account submitted for _ 

Differences as follows: . 


Amount allowed on voucher 


Paid by cheek Jfo ., dated ., IQQ , drawn on 

to order of Payee named above, for 

(Clerk or agent.) " * 


brj ..., Disbui'siri!^ 

(Name of diabursing ofllcer.) ^ 


(Place ybero located.V 


2—2014 
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Voucher J^o. 


GENERAL INSTRUCTIONS. 


olrpasitry Srpartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION : 



For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUN-TS OF* 


(Name of disbursing officer.) 

Disbursing . 

(Clerk or agent.) 

(Place where loc^atcd.) 

.., 190 

(Period for which account is rendered.) 

"'T’fiEAsuRy 

RECEIVE]), ^ j 

30 1909 ( 


I 1. Form and use.—This form of voucher will be used for all oxpendi- 
I tures except traveling expenses and personal services. Where an account 
; is too large to be stated on one form, use additional forms, fastening them 
I together in the upper left-hand corner. Fill out the certificates on the lost 
j form only. 

I 2. Title of building.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certificates.—Vouchers received at the Department without certifi¬ 
cation will bo returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the %’oucher is paid at Wa.shington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the Department. Whether as a separate voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing Ag^, thLs requirement must be adhered to. 
If the appropriation is unknown, lehve the lino blank. For annual appro¬ 
priations consult Instructions to Custodians.'* 


6. Letters of trausinittal.—Accompany all vouchers for unauthor- 
I ized expenditures with letters of transmittal. Describe briefly the work 
. done or services rendered, and whether satisfactorily completed or per- 
I formed; if for articles or supplies, whether received in good condition; and 

a brief reference to the emergency which required immediate expenditure 
I should be stated. 

^ 6. Itemization.—Unless issued under a contract or accepted proposal 

on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must bo itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted hills. Officers 
and employees are not entitled to reimbursement lor any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforesc-cn public necessity. 
Before using their own funds, they should ascerUiin whether it is feasible 
to forward vouchors to the Department for payment. The measure of 
the feasibility of so making payment should not be l/teir own convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should he^t out in the vouchers. 

9. Correction of errors.—Errors in c.omputation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more apr 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the contr^^ or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proi>o8al is divided under its respective heads. 


12. Final settlements.—Vouchors in final settlement of contract* 
uqder bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Accepted 
proposals, W’hosc terms may provide a penalty for delay In execution of 
w|rk, should be similarly treated. The completion of work under such 
c4itracts or accepted proposals should ho promptly reported to the De|>art- 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being made in detail to any loss or damage sustained 
by the United States as a rerult of such delay. 

13. Superintendents of construction.—When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled out and complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and the lower part 
of the brief on the back. The memorandum, which should bo prepared 
with equal care, can only bo detached by the Disbursing Agent or at the 
Department. 

14. Disbursing agents.—Those officers will number their vouchors on 
the back, in monthly scries, beginning each month with the first voucher 
p^id (No. 1), and following this in tho order of pa.vment. The blanks in 
the check-legend at the bottom of the voucher must he filled out by the 
Disbursing Agent, lie must make no disbursements of any kind until 
anthorized to do so by the Department, and upon receiving such authority 
slould bo (uireful to observe that his payments are made in accordance 
tiorewith. Under no circumstances should he make a payment in advance 
Mr work or services of any kind. No transmitting letters are required to 
aicom|mny his accounts. (See also note on face of memorandum.) 

j]5. Architects—Tarsiiey Act,—Architects are required to prepare 
and certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of tho Department. 
'Ij^eir form of certification should be as follows, written or stamped on the 
fkce of the voucher, and signed by them as architects: “Certified as to cor- 
i^ctyess and value of service performed, and approval for payment in tho 

amount stated, viz, $-’* The approval certifleato on the 

voucher is for the signature of the Superintendent of Ckmstruction, who 
ajets as the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
ajj^rue) for payments on account of commissions. 

[l6. Sample vouchei*s,—Vouchers, combined in sets, for distribution 
tp those charged with tho duty of preparing, certifying, and issuing vouch- 
will be furnished ui^on request. These forms embrace tho methods of 
aSftcounting most frequently met with in tho preparation of vouchers, and a 
•ferenco to them as a guide will save time and avoid much unnecessary 
•rreapondence. 










































Building : U. S. 




READ THIS NOTE CAREFULLY. 


.or „.fore„cep„.po,es solely. U^sutsUtu... Make a llteraUranscrlp. al»ve of the aceoant shown o« the 
their filet';"'”*' «*"- -»> A" <>«* ‘1*0 three lines below (check legend), detach the Mentontndum and rehtin it for 


administ:'rative: action. 


Accownt submitted for 
Differences as follows:. 


Amount allowed on voucher 



- 1 ., 190 , drawn on. 


Paid hy check Jfo. ..., dated . 

■... .' order of Payee named above, for 

.7vV.;v;r.iT.-Kn.ir„v:.«:r.v. disbursing 


(Nome of disbursing offiwrr) 


(Clerk or agent.”)' 


(Place where loaited.)' 


2—2014 
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688a 


clier J^o. 


(HrraHurg Ipjiartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION : 




(State full title of appropriation, using both liu^if j/ecessary.) 
. _ 



For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 

AOOOUNXS OF" 


(Kanie of disbursing officer.) 

Disbursing . 


(Clerk or agent.) 


(Place whore located.) 


(Period for which atxount is rendered.) 


.,190 


2—iOU 


Offi,,. '909 


ite ol'S 


Architect. 


j GENERAL INSTRUCTIONS. 

I 


I 1. Form and us<».—This form of voucher will be used for all expend!- 
j tures except traveling expenses and peruoual services. Where an account 
is too large to be stated on one form, use additional forms, fastening them 
I together in the upper left-hand corner. Fill out the certificates on the last 
form only. 

2. Title of building.—Statu the title of the building on the lino desig- 
' natod for that purpose, following it with the name of the city and State in 
; which located. The attention of Custodians is particularly called to this 
requirement. 

I 3. Certificates.—Vouchers received at the Department without certifi- 
» cation will bo returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 

* Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo- 
I randum) must be properly filled out before the voucher is transmitted to 
1 the Department. Whether as a separate voucher forwarded fur payment 
I (in which case the number only is left blank) or as a voucher included in 
1 the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the lino blank. Fur annual appro¬ 
priations consult Instructions to Custodians.'’ 

6. Letters of transmittal.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 

' done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
J a brief reference to the emergency which requireil immediate expenditure 
I should be stated. 

1 6. Itemization.—Unless issued under a contract or accepted proposal 

on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Chargus for telegraphic service must be accompanied 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely jiersonal traveling 
exi>enses), except under stress of uigent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making imyment should not be Uteir own convenience 

^ or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
. stating dates of contracts, proposals, and authorizations and the omission of 

signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from fonual contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 

' chronological onler in all vouchers issued on account of such contracts or 
, proposals Items of this character affect the amount of the retained per- 
' centages and the payments to bo made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 

• \ contracts or accepted proi>osals involving a charge against two or more ap- 
‘ propriations, the contract or proposal must be taken up as a whole for each 

appropriation, and separate vouchers rendered under each head, deducting 
I from tbo amount of the contr. or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 




12. Final settlements.—Vouchers in final settlement of contracts 
nn4er bond must not bo issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
determination of which rests with the Secreturj' of the Treasury. Accepted 
prcbosals, whose terms may provide a penalty for delay in execution of 
wo k, should bo similarly treated. Tbo completion of work under such 
contracts or accepted proposals should be promptly reported to the Depart¬ 
ment, w’ith a statement of account and a full explanation of the causes of 
del ly, if any, reference being mode in detail to any loss or damage sustained 
by the United States as a recult of such delay. 

15. Superiutendents of constructiou.—When issuing vouchers 
for presentation to a Disbursing Agent for payment, suporiutendents must 
see that they are filled out and complete in every particular, excepting ouly 
the check-legend at bottom of voucher, the number, and the lower part 
of the brief on the back. The memorandum, which should be prepared 
wiljb c<|ual care, can only bo detached by the Disbursing Agent or at the 
Detartment. 

14. Disbursing; agtents.—These officers will number their vouchors on 
th( back, in monthly series, beginning each month with the first voucher 
pa]|4 following this in the order of payment. The blanks in 

th< check-legend at the bottom of the voucher must be filled out by the 
Diibut>iug Agent. Hu must make no disbursements of any kind until 
au horizud to do so by the Department, and upon receiving such authority 
ah uld be careful to observe that bis payments arc made in accordance 
tb< rewith. Under no circumstances should be make a payment in advance 
foi work or services of any kind. No transmitting letters are required to 
aci ompany his accounts. (See also note on face of memorandum.) 

! 5. Architects—Tarsuey Act.—Architects are required to prepare 
an I certify vouchers, in payment for work done under their local super- 
vii ion, in accordance with the regulations and rules of the Department. 
Tjl sir form of certification should bo as follows, written or stumped on tbo 
fai e of the voucher, and signed by them us architects: Certified as to cor- 
re< mess and value of service iwrformcd, and approval for payment in the 

aaount stated, viz, 8-The approval certificate on the 

VO ichcr is for the signature of the Superintendent of Construction, who 
acis as the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
aa rue) for payments on account of commissions. 

■ 6. Sample vouchers.—Vouchers, combined in sets, for distribution 
to ihosu charged w'ith the duty of prcimriug, certifying, and issuing vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 
acoounting most frequently met with in the preparation of vouchers, and a 
relisrunce to them as a guide will save time and avoid much unnecessary 
ooifrespoadence. 
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THEASrilY DEPARTMENT, 
OrricE or Sur^BvihiNo Aucuitkct. 
F.iriii No. 8600. 

Fonn 
the 


VOl'CUEK iX)U PUHCnABEti, AND 8EHYICf-‘< OTHER THAN PERSONAL. 


approvcMl by tbo Oimptrollorof ^ ^ \ A t • f'~f\ 

TreMurySepUnjbcrli!, lfW7. ^1/1/1 A yi'\ Vi* V 1 

Ap prop riation: _— 

(Bute full titJe of Huuopriation.) 

_ Q-IlAMJi/li. . 

J (Name of payee.) 

M. __ sS^^AHAAiA:) 


Appropriation 

THE UNITED STATES 


Note 

General Iiibtriictiona 
- on back tif 

^ TlL^^oraudum. 


Address: -T_ 



Dr. 


(Stre».*t opd uunibor.) 


(City or town.) 


(State.) 


Date np Deliveby 
OR Sehvice. 



190Cj 



Unit Price. 


DoUb. CJtE. Per— 


Amount. 


Dollars. 


..Z.. 


^ .. 


3. o..o 




.(s) O Q 


<3.0. 


Ciu <fAAX*Aa . 

. 


.Z,.cL.Si^ 


'MfLi _; 


I 


. f 

. t..±3d: 


4. 
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.-^e -■ 

\ZS 5 'S o ^ 


Building : U. S... ‘’yyiAAj- 


Location: _.-d[ 


^Ln . 


READ THIS NOTE CAREFULLY. 

Voucl^^^*^ **" required. This Moniorandam, for reference purposes solely, is a substitute. Make a literal transcript above of tho account shown ou the 

their Agents for Public Buildings, when forwarding their accounts, will fill out tho throe Unes below (check legend), detach the Memorandum and retain it for 

In all cases where tho Voucher is forwarded to the Department for payment the Memorandum must accompany it and must not be detached W*hen checks in navmeTit 
and o*thereintcrli^^'^^ Department, accomiianied with tho Memorandum, the three lines below (check legend) should be flUed In for future reference by Custodians 


AFJMINISTl^'TIVE ACTION. 

Account submitted for .... ^ 

Differences as follows: ..... 


— . - - . 

Amount allowed on voucher ... ^ 

Paid by check Jfo. .., dated ., 200 , drawn on^ 

. ., to order of Payee named above, for $ _ 

bif . .. Disbursing 

(Name of disbursing ofilcer.) ^ "(d^'k or'ag’enTT ' . 


2—31)14 




















































































































Voucher 


©rrasury ^ppartmpnt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION : 




For Purchases, and Services other than Personal. 


[To bo 61Ied iu by Disbursing Officer.] 
ACOOUNTS OR 


(Name of disbursing officer.) 

Disbursing ... 

(Clerk or agent.) 


(Place where located.) 

., 190 

(Period for which account is rendered.) 

r 2014 ' 

TREASURY DEPARTMENT, 

RECEIVED. 

I-EB 9 1909 

Officp ofSuDervisinpf Archilecl. 


GENERAL INSTRUCTIONS, 


1. Form and use.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and personal services. Where an account 
is too large to bo stated on one form, use fidditional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of buildiDj^.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certificates.—Vouchers receive*! at the Department without certifi¬ 
cation will bo returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
tho Department. Whether as a separate voucher forwarded for payment 
(in w hich case the number only is left blank) or as a voucher included in 
tho abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave tho line blank. For annual appro¬ 
priations consult “ Instructions to Custodians.’* 

6. Letters of trausniittal.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency w hich required immediate expomituro 
should be stated. 

6. Itemizatiou.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and tho unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of tho telegrams. 

8. lieimbiirsements.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not be thvir oxen convenience 
or desire. Where tho stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should bo set out in the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and^uthorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10. Additions mid deductioi^|b—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect tho amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted propo.sals involving a charge against two or more ap- 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from tho amount of the contn. or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriaUous. In this 
manner tho contract or proposal is divided under its respective heads. 


» 12. Final settlements.—Vouchers in final settlement of contracts 

under bond must not be issued without prior authority from the Depart- 
I ment. Such settlements may involve the imposition of a penalty, the 
> determination of which rests with tho Secretar}' of tho Treasury. Accepted 
. proposals, whose terms may provide a penalty for delay in execution of 
^ w’ork, -should be similarly treated. The completion of w'ork under such 
► contracts or accepted proposals should be promptly reported to the Depart- 
\ ment, with a statement of account and a full explanation of the causes of 
^ delay, if any, reference being made in detail to any loss or darnage sustained 
I by the United States as a rerult of such delay. 

13. Superiutendents of constructiou.—When issuing vouchers 
I for presentation to a Disbursing Agent for payment, superiutendents must 
see that they are filled out and complete in every particular, excepting only 
I tho check-legend at bottom of voucher, the number, and tho low’er part 
I* of the brief on tho back. The memorandum, which should be prepared 
A with equal care, can only be detached by tho Disbursing Agent or at the 
J Department. 

I 1*^* Disbursing^ agents.—These officers will number their vouchors on 
tho back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and following this in tho order of paj'ment. The blanks in 
tho check-legend at the bottom of tho voucher must be filled out by the 
Disbursing Agent. He must make no disbursements of any kind until 
authorized to do so by the Department, and upon receiving such authority 
should be careful to observe that his payments are made in accordance 
therewith. Under no circumstances should ho make a payment In advance 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (See also note on face of memorandum.) 

15. Architects—Tarsiiey Act.—Architects are required to prepan* 
and certify vouchers, in payment for work done under their local super¬ 
vision, in aciTordance with the regulations and rules of tho Department. 
Their form of certification should be as follow's, written or stamped on the 
face of tho voucher, and signed by them as architects: “Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, S-The approval certificate on tho 

voucher is for the signature of tho Superintendent of Construction, who 
acts as the representative of tho Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchors, combined in sets, for distribufion 
to those charged with tho duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request. These forms embrace tho methods of 
accounting most frequently met with in the preparation of vouchers, and a 

[ reference to them as a guide will save Ume and avoid much unnecessary 

I correspondence. 
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Bmlding : U. S. 


- OOOaajlI:. 


T 


Location: 


m 





READ THIS NOTE CAREFULLY. 

Duplicate vouchers are no longer required. This Memorandum, for reference purposes solely, is a substitute. Make a litenil transcript above of the account shown on the 
Voucher. 

Disbursing Agents for Public Buildings, when forwarding their accounts, will fill out the three lines below (check legend), detach the Memorandum and retain it for 
their files. 

In all cases whore the Voucher is forwarded to the Department for paginenl the Memorandum must accompany it and must not bo detached. When checks in payment 
of vouchers are received from the Department, accompanied with the Memorandum, the three lines below (check legend) should be filled in for future reference by Custodians 
and others interested. 


ADMINISnrRATIVE ACnriON. 

Account submitted for. ....... 

Diffci^ences as follows: .-. 


.. 

Amount allowed on voucher .... 


Paid by check Jfo. 


., dated ., 190 , drawn on. 

....., to order of Payee named above, for 

bii .. TOisbursin^ .,... 


(Name of (L’shursing officer.) 


(Clerk or agent.) 


(Place where locate^.') 


•i—2014 
































































































4Q17 

Voucher J^o, 


(Hrrasurg ippartm^nt, 

OFFICE OF SUPERVISING ARCHITECT. 



For Purchases, and Services other than Personal. 


[To b« filled in by Disbursing Officer.] 
AOOOUNXS OF" 


(Name of disbursing officer.) 


Disbursing .... 

(Clerk or agent.) 


(Place where located.) 


., 190 

(Period fur which account is rendered.) 



1 L A C i ! L> V < > L Lj Lit ---1 


2— 

014 . '•••»•»* 4. IS 1 j 

RBGEIViilJJ. 

JUl 1 1909 

O iKi' otSunt-rvijidgArchitect. 



GENERAL INSTRUCTIONS. 


1. Form aud use.—This form of vouclier will bo nsed for all expendi¬ 
tures except traveling expenses and personal services. Where an account 
is too largo to be stated on one form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the lost 
forai only. 

2. Title of buildiog.—State the title of the building on the lino desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certifleates.—Vouchers received at the Department without certifi¬ 
cation will be returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The upper briofiug on the buck (both vouchor and memo¬ 
randum) must bo properly filled out before the voucher is transmitted to 
the Department. Whether us a separate voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult Instructions to Custodians.'* 

5. Letters of trausniittal.—Accompany all vouchers for unauthor- 
ize<l oxiHjnditures with letters of transmittal. Describe briefiy the work 
done or services rendered, and whether satisfactorily completed or i>er- 
formod; if for articles or supplies, whether received in good condition; aud 
a brief reference to the emergency which required immediate expenditure 
should bo stated. 

6. Itemization.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must bo Itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be uccomiianied 
with copies of the telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred must >>e accompauied with receipted bills. Officers 
aud employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their owrn funds, they should ascertain whether it is feasible 
to forward vouchors to the Department for payment. The measure of 
the feasibility of so making payment should not bot/ieiroim convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Connect ion uf errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations aud the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or acoepted 
proposals, aud all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division tinder appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the contr. or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


12. Final settlements.—Vouchers in final settlement of contracU 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may Involve the imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Accepted 
proposals, whose terms may provide a penalty for delay in execution of 
work, should bo similarly treated. The completion of work under such 
contracts or accepted proposals should be promptly reported to the Dci>art- 

! ment, with a statement of account aud a full explanation of the causes of 
I delay, if any, reference being made in detail to any loss or damage sustained 
I by the United States as a remit of such delay. 

13. Supcriutendeiits of construction.—When Issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled out and complete in every particular, excepting only 
the check-legcnd at bottom of voucher, the number, and the lower [lart 

i of the brief on the back. The memorandum, which should bo prepared 
I with equal care, can only be detached by the Disbursing Agent or at the 
I Department. 

14. Disbursing ag;cnt8.—Those officers will number their vouchors on 
the back, in monthly series, beginning each month wilh the first voucher 
paid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at the bottom of tho voucher must be filled out by the 
Disbursing Agent. He must make no disbursements of any kind until 
authorized to do so by tho Department, and upon receiving such authority 
should be careful to observe that bis payments are made in accordance 
therewith. Under no circumstances should he make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (See also note on face of memorandum.) 

15. Architects—Targney Act.—Architects are required to prepare 
and certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of tho Department. 
Their form of certification should be as follow's, written or stamped on tho 
face of tho vouchor, aud signed by them us architects: **Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, $_.’* The approval certificate on the 

voucher is for tho signature of the Superintendent of Construction, who 
acts as the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for distribuliou 
to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 
accounting most frequently met with in tho preparation of vouchors, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 








































in ftii CIUM4 H were tnf* \ ourli^r forwarded to the Department for jKxywen/ the Memorandum muet accompany It and must not h,. xi-v u - 

«J ““ “«*‘“P«n''-l ’-‘th the Memonvndnm. the three lm« below (checkTe^d) 


ADMIXISTRATIVK ACTION. 

Account submitted for ... _ _ 

Differences as follows: ..... _ _ 


$. - 




Amount allowed on voucher 


Paid by check Xo. 


hy ........ 

(Xame of disbursing officer.) 



,, dated ..^ iqq 

.» tf> order of Payee named 

Diebursin^ .... 

(Cfeii or agent.) * 


, drawn on _ 

above, for $ . 

(Plaice where’ 


2—9U4 



























































































































Voucher Xo. 


GENERAL INSTRUCTIONS. 


Srraaurg Srpartmrnt. 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 



Amount, 


IN FAVOR OF 



For Purchases, and Services other than Personal. 


[To be filled in by Disbursiog Officer.] 
AOOOUNXS OR 


(Name of diaburBing officer.) 

Disbursing ____ 

(Clerk or agent.) 


(Place where located.) 


., 190 

(Period for which account is rendered.) 


HR'SiuRV DEPARTMENT, 

received. 

JUL 6 W09 

Office efSuoertisieg^i'eliitec*: 


1. Form and nso.—This form of voucher will be used for all expend!- 

I tures except traveling expenses nnd ]>ersonal services. Where an account 
is too large to be stated on one form, use additional forms, fastening them 
together in the upper loft-haud comer. Fill out the certificates on the last 
form only. 

2. Title of building^.—State the title of the building on the line desig¬ 
nated for that purpose, following It w'ith the name of the city nnd State in 
which located. The attention of Custodians is particularly called to this 
I requirement. 

I 3. Certifleates.—Vouchers received nt the Department without certifl- 
. cation will be returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
1 Department when the voucher is paid at Washington, D, C. 

4. Briefing.—The upper briefing on the back (both voucher and niemo- 
! randum) must l»e properly filltd out before tho voucher is trausmittetl to 
the Dejwirtment. Whether as a separate voucher forwarded for payment 
(in which case the numb<*r only is loft blank) or as a voucher included in 
tho abstract of a Disbursing Agent, this requirement must bo adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult Instructions to Custodians.'’ 

6. Letters of trausniitt&l.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required iniraediute expenditure 
should be 6tate<l. 

6. Itemization.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must bo itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

I 7. Telegrams.—Charges for telegraphic service must be accompanied 
; with copies of the telegrams. 

I 8. Reimbursements.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
exiKJUses), except under stress of urgent or unforeseen public necessity. 

I Before using their own funds, they should ascertain whether it is feasible 
' to forward vouchers to the Department for payment. The measure of 
, the feasibility of so making {.tayment should not be tficir eirn convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in tho vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authoriziriions and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by tho Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
cbronologiail order in all vouchers issued on account of such contracts or 
proposab Items of this character affect tho amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up os a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of tho contr. or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
mimuer the contract or proposal is divided under its respective heads. 


I 12. Final settlements.—Vouchors in final settlement of coutracU 
under bond must not be issued without prior authority from the Depart- 
iment. Such settlements may involve tho imposition of a penalty, the 
determination of which rests with tho Secretary of the Treasury. Accepted 
proposals, w'hosc terms may provide a penalty for delay in exi*cutIon of 
•work, should bo similarly trcateil. The completion of work under such 
contracts or accepted proposals should be promptly reported to tho Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
delay, if any, reference being made in detail to any loss or damage sustained 
by tho United States os a rcrult of such deby. 

13. Superiutendents of construction.—When issuing vouchers 
, for presentation to a Disbursing Agent for payment, superintendents must 

see that they are filletl out and complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and tho lower part 
of tho brief on tho back. Tho memorandum, which should bo prepared 
with equal care, can only be detached by tho Disbursing Agent or nt the 
! Department. 

14. Disbursing; ag^ents.—These officers will number their vouchers on 
, the bock, in monthly series, beginning each month with the first voucher 

paid (No. 1), aud following this in the order of payment. The blanks in 
tho check-legend at the bottom of tho voucher must be filled out by the 
Disbursing Agent. Ho must make no disbursements of any kind until 
I authorized to do so by the Department, and upon receiving such authority 
should bo careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a payment in advance 
, 1 for work or services of any kind. No transmitting letters are required to 
i accompany his accounts. (Seealso note on face of memorandum.) 

15. Architects—Tarsney Act.—Architocte are required to prepare 
and certify vouchers, in payment for work done under their local super- 

|i " vision, in accordance with tho regulations and rules of the Department. 
Their form of certification should be as follow's, written or stamped on the 
face of the voucher, and signed by them as architects: “Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, $---The approval rertifleate on the 

voucher is for the signature of the Superintendent of CkmstrucUon, who 
acts 03 the representative of the Department. It is desirable that applica¬ 
tion should be made by architects (stating thecondiUons under which they 
accrue) for pajments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for diHtribulion 
to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will bo furnished upon re<;ue8t. Those forms embrace tho methods of 
accounting most frequently met with in the preparation of vouchers, aud a 
reference to them as a guide will save time aud avoid much unnecessary 
correspondence. 
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Building : U. S. 


Location 


rS jLA . 


READ THIS NOTE CAREFULLY. 

VoDCb^r?’"'"" for reference purpoeee eolely, I, a eubstitnte. Make n literul tmn«ript above of fbe account eboa-n on the 

forwarding their accounte, will BII out the three lines below (check legend), detach the Memorandum and retain it for 
In all cases where the Voucher is forwarded to the Department for pai/mejU the Memorandum must accompany it and must not be i . 

«dTtSnm7e:,'?:i!'^ with the Memomndum. the three lines below (checkVond) shouW b?nUeS“int?*}mL™^eLVnc7 


ADMINISTRA'riVE ACTTION. 


Account submitted for 
Differences as follows:. 


Amount allowed on voucher 




Paul by check J^To ., dated ...,, 190 , drawn on 

.. lf> order of Payee named above, for $ 

hu ., Disbursing . 


2—2014 


(Name of disbursing ofllcor.) 


(Clerk or agent.)' 


(Place whercTomted’y 
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' Touche?' Jfo, 


.'I 

;; GENERAL INSTRUCTIONS. 


(Srpasurg Qpgartntpnt, 

OFFICE OF SUPERVISING ARCHITECT. 



APPROPRIATION: 




!¥::lkJli£/dL &y. aj. aaj.... 

iali«>n, usin^ both lines if necessary.) 



Amount, $ J.^ 0 O t 

IN FAVOK OF 


7 


(Name of payee, using both lines if necessary.) 



For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUrMTS OF=“ 


(Name of disbnrsing officer.) 

Disbursing 


(Clerk or agent.) 


(Place where located.) 


(Period for which account is rendered.) 


.,190 


2—2014 


A; L'ir.PAi; i 

i: GOBI VED. 

js; 12 


efS^T. ;ryisi}»|'Architect. 


1 


4 




1. Form and use.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and personal services. Where an account 
is too largo to bo stute<l on ono form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the lost 
form only. 

2. Title of building.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement, 

3. Certiflcates.—Vouchers received at the Department without certifi¬ 
cation will be returned. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Briefing.—The igyper briefing on the back (both voucher and memo¬ 
randum) must bo properly filled out before the voucher is transmitte<l to 
the Department. Whether ns a separate voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher Included in 
the abstract of a Disbursing Agent, this nniuirement must bo adhered to. 
If the appropriation is unknown, leave the lino blank. For annual appro¬ 
priations consult ‘‘Instructions to Cnstodians.'* 

6. Letters of trausiuittal.—.\ccompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or serricos rendered, and whether satisfactorily complete*! or per- 
formetl; if for articles or supplies, whether received in good condition; and 
a brief reference to tlio emergency which required immediate expenditure 
should be stated. 

6. Itemization.—Unless i8t»ue<l under a contract or accepted proposal 
on file at the Department, or under a proposal Eu:ccpted by a Custodian or 
other officer by authority from the Department, vouchers must be iteuiized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of the telegrams. 

8. Reimbursements.—V^ouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not bq Uirir otm convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of errors.—Errors in computatiou or extension, in 
stating dates of contracts, propo.sals, and authorizations and the omission of 
signatures fiom certificates should bo carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, the contract or proposal must be taken up us a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the contr or proposal In each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


I 12. Final settlements.—Vouchers in final settlement of contracU 
‘ under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. Accepted 
proposals, whoso terms may provide a penalty for delay In extHrutiou of 
work, should be similarly treated. The completion of work under such 
contracts or accepted proposals should bo promptly reported to tlie Depart¬ 
ment, with a statement of account and a full explanation of the causes of 
! delay, if any, reference being mado in detail to any loss or damage sustained 
by the United States as a rct ult of such delay, 
f 13. Superintendents of construction.—When issuing vonchers 
! for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled out aud complete in every iwirtlculor, excepting only 
the check-legend at bottom of voucher, the number, and the lower part 
of the brief on the back. The memorandum, w hich should be prepared 
with equal care, can only be detached by the Disbursing Agent or at the 
Department. 

14. Disbarslng agents.— These officers will number their vouchers on 
the bock, in monthly series, beginning each month with the first voucher 
paid (No. l),a!id following this in the order of payment. The blanks in 
the check-legend at the bottom of the voucher must be filled out by the 
Disbursing Agent, lie must make no disbursements of any kind until 
authorized to do so by the Department, and upon receiving such authority 
should bo careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accompany his acciiuuts. (See also note on face of momonindum.) 

15. Architects—Tai-suey Act.—Architects are required to prepan* 
and certify vouchers, in payment for work done under their local super¬ 
vision, in accordance with the regulations and rules of the Department. 

I Their form of certific.ation shonld bo as follows, written or stamped on the 
face of the voucher, and signed by them as architects: “Certified as to cor¬ 
rectness and value of service performed, and approval for payment in the 

amount stated, viz, S_” The approval certificate on the 

voucher is for the signature of the Superintendent of Construction, who 
acts as the representative of the Department. It is desirable that applica¬ 
tion should bo made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 
accoiintiug most freiiuently met with in the preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 




































Building: U. S. 


Location: .c 




READ THIS NOTE CAREFULLY ' 

VoacW^“'“'‘ M-o™„du». for «f.renc.. panK>»ea i, a aabstitut... MaJe a UtenU t^nacrint bo f rb 

.Mr-------- 7;. 7“ 

In all casca whero the Voucher is forwarded to the DeDartmonf fnr / *1 ^ ^ ^ Slomorandum and retain it for 

:LT.aa‘.:rS:i:" -- - 


Account submitted for _ 

Differences as follows: .. 


ADMINIST1^A.TIVE ACTTION. 


_ Amoun t allowed on voucher 

Paid hij check Xo .. 


.- . 

(Name of dlaburaing officer.) 




dated _ inn t 

...^ , drawn on . 

. of Payee nam^d above, for $ 

Disbursing . 

( Clerk or VgentV) ’ .7v;r.a*.. 

(Place where locatetl.) 


V-l^iV 

















































































































































GENERAL INSTRUCTIONS. 


(Trrasurg 0ppartmrut, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 

. 

(State full title of appropriatioi^ using both UtM if necessary ) ' 

..n - . ^ o_, 


Amount, 



For Purchases, and Services other than Personal. 


[To be filled in by Disbursing Officer.] 
AOOOUrSlXS OF" 


(Nome of dislifitsing olficor.) 

Disbursing . 

(Clerk or agen't') 


(Place where located.) 


(Period for which account is rendered.) 


5 1909 I 


i&o 


1. Form and use.—This form of voucher will be used for all expendi¬ 
tures except traveling expenses and personal services. Where an account 
is loo largo to be stated on one form, use additional forms, fastening them 
together In the upper loft-hand comer. Fill out the certifleates on the last 
form only. 

2. Title of building:.—State the title of tho building on the line desig¬ 
nated for that purpose, following It with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Cortificatos.—Vouchers received at the Department without certifi¬ 
cation will bo returned. The approval blank, for tho signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when tho voucher is paid at Washington, D. C. 

4. Briefing.—The upper briefing on tho back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
tho Department. Whether as a separate vouchor forwarded for payment 
(in which case tho number only is left blank) or as a voucher Included in 
tho abstract of a Disbursing Agent, this requirement must be adhered to. 
If tho appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult “ Instructions to Custodians.’^ 

6. Letters of transmittal.—Accompany all vouchers for unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or p<fr- 
forme<l; if for articles or supplies, whether received In good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

6. Itemization.— Cnless issueil under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and (ho unit of price. 

7. Telegrams.—Charges for telegraphic service must be accompanied 
with copies of tho telegrams. 

8. Reimbursements.-Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and emplo 3 'ce 8 are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchors to the Department for payment. Tho measure of 
tho feasibility of so making payment should not be ffieir oim convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facts should be set out in the vouchers. 

9. Correction of errors.-Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certifleates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect the amount of tho retained per¬ 
centages and the payments to be made, and can not properly' be omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap- 
propriations, the contract or proposal must be taken up as a whole for each 
appropriation, and sepamte vouchors rendered under each head, deducting 
from the amount of the contr or proposal in each voucher the sum or 
sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 



12. Final settlements.—Vouchers In final settioment of contracts- 
under bond must not bo issued without prior authority from tho Depart- 
meut. Such settlements may involve tho imposition of a penalty, the 
determination of which rests with the Secretary of the Treasury. .Accepted 
proposals, whoso terms may provide a penalty for delay in cxccotion of 
work, should be similarly treated. The completion of work under such 
contracts or accepted proposals should l)e promptly reported to the Depart¬ 
ment, with a statement of account and a fall explanation of the causes of 
delay, if any', reference being made in detail to any loss or damage sustained 
by tho United States os a rorult of such delay. 

13. Saperiutendents of construction.—When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
see that they are filled out and complete in every particular, excepting only 
tho check-legend at bottom of voucher, the number, and tho lower part 
of the brief on the back. Tho memorandum, which should bo prepared 
with equal care, can only be dctachod by tho Disbursing Agent or at the 
Department. 

14. Disbursing: agents,—Those olficors will number their vouchers on 
the back, in monthly series, beginning each month with tho first voucher 
paid (No. 1), and following this in the order of payment. Tho blanks in 
tho check-legend at tho bottom of the voucher must bo fillexi out by the 
DisburHiug Agent. He must make no disbursements of any kind until 
authorized to do so by tbe Department, and upon receiving such authority 
should be careful to observe that his payments are made in accordance 
therewith. Under no circumstances should he make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accompany his accounts. (See also note on face of memorandnin.) 

15. Architects—Targuey Act.—Architects are required to prepare 
and certify vouchers, in payment for work done under their local super¬ 
vision, in acc.ordance with the regulations and rules of the Deparlnieiit. 
Their form of certification should be as follows, written or stamped on the 
face of the voucher, and signed by them as architects: “Certified as to cor¬ 
rectness and value of service performed, and approval for payment in tho 

amount stated, viz, ..» The approval certificate on the 

voucher is for tho signature of tho Superintendent of Construction, who 
acts 06 the representative of tho Department. It is desirable that upplica- 
Uon should be made by architects (stating tho conditions under which they 
accrue) for pay'meuts on account of commissions. 

16. Sample vouchers.-Vouchers, combined in sots, for distribution 
to those charged with tho duty of preparing, certifying, and issuing vouch¬ 
ors, will be furnisheii upon requesst. These forms embrace tho methods of 
accounting most frequently met with in tho preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 
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Building : U 


. S. __ Location: .. 
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<ry 


READ THIS NOTE CAREFULLY. 


thiplkata vouchm ar« mi huger reqvired. Thin Moniurnnduni, fur roforoiKMi tololy, i« tt ffubsLltutc. Miiko a litonil trunacrlpt almvo uf tho accouut shown on th<* 

Vonrhor. 

lUMlinrsini; Aitouta for labile JltilldluKi, wLou forwnrdluK tliclr ac4:onnti, will flll out tho throe IIiicm below (chock loKoiiU), detach tho J^leDiomudiim and retain It fur 
their fllre. 

fn all coeoi where the Voucher U forwarded to tho Dcporlinont for papnimti tho Muiiioranduni iiiUNt occoiupany It and nuiMt not be detached. When checke In payuienl 
of roiichrre are rect-lvcd from thn Deparliuciit, accoinimiilcd wltli tho Meniomnduni, tho throe Hum below (cln-rk loi^cud) vhould lie filled In for future referonco by UuetodlnUH 
and othere InUrcutod. 


ADMINIHTri^Aa^IVB ACTION. 


Account 8iA)m-itic(l for .......—. $— 

Differences as folhnrsr. —.-.-. 


.. #. 

Atnonni allowed on voucher .... ..- .. $ _ 

Paid hy check , dated ..., 100 , drawn on .. 

... to order of Payee named above, for yj?. 

by __ _ - .. - , Disbursing .. „ . .. , . . .. . 

(Name* of ilieburelug officer.) (Clerk or agent.) (IMaoe wh»*re located.) 
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Voucher J^o. 


GENERAL INSTRUCTIONS. 


®rpafluri| ilpjjartmrnt, 

OFFICE'OF SUPERVISING ARCHITECT. 


APPROPR I AXIOM : 


[SUlo full titio of upproprlnlloD, using both lines if n/ca 

. ^ 


Amountf 0l3S^O 


O 0 


IN FA von OF 


(Nonio of using both linos if necessary.) 


For Purchases, and Services other than Personal. 


[To bo flllwl In by Diabureing Offlcor.J 
AOOOUNXS OF- 


(Nauio of dUbaraing ufllcur.) 


y 


Disbursing 


(Clerk or ugent.) 


(Pla<'o where lucutc<l.) 


(Period for wliloli mcount is tendered.) 


2-'A)U 


?7n 


•' ' ^SURV DtPArt?'ijT/vr i 

■ttLCia VtoJL), 



190 


1. I^orni aii<l ii8<*.—TliJs form of voucher will be used for all oxpendi- 
turoa except traveling expenses nnd pomouul w'rvices. Where an account 
is loo largo to bo stated on one fomi, use odditioiiiil forms, fastening them 
together in the upper left-hand corner. Fill out the certiflentea on the Inst 
form only. 

2. Title of building:.—State the title of the building on the lino desig¬ 
nated for that puri) 080 , following it with the nurno of the city and State in 
which h^ctttod. The attention of Custodians is particularly called to this 
requirement. 

3. CertincutCB.—Vouchers rocclTcd at the Dciiartment without certifl- 
callou will l>o returned. The approval blank, fur the signature of the 
Assistant Secretary, ia for use only by the reviewing authority at the 
Departiiioiit when tlie vouchor is jmld at Washington, 1). 0. 

4. I4ri«fliig,—The upjKjr brieflng on the bark (liotb vouchor and memo¬ 
randum) must be properly filled out before the voucher ia tranamittod to 
the Doi>nrlmeut. Whether us a aejiarate voucher forwarded for paymeut 
(In which CU 80 the numlier only la left blank) or as a voucher Included in 
the abstract of a disbursing Agent, this roqniromeiit must be adhered to. 
If the appropriation ia unknown, leave the lino blank. For annual oppro- 
pritttlons couault “ Iiistructlona to Ciialodlana.’^ 

6. LetCors of truusnilttal.—Accompany all vouchers for unauthor¬ 
ized oxiMjnditiircB with letters of transraittoJ. doscrlbo brielly the work 
done or services reudoro«l, and whether satisfactorily completed or per- 
formwl; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required Immediate expenditure 
should bo stated. 

0. Itomizatiou.—Unless issued under a contract or accepted proposal 
on file at the department, or under a pioposal accepted by a Custodrau or 
other olTlcor by anthority from the department, vouchors most bo itemized, 
indicating the labor, niuterioJ, and articles supplied, and the unit of price. 

7. Tolograiiia.—Oiiargcs for telegraphic service must be ucc 4 im|)anlcd 
with copies of the tolegrunia. 

8. Ueiinbui'8CiiiontH.— Vouchers covering a roimbursemont fur minor 
expenditures Incurred must bo accompanied with receipted bills. Offleore 
and employees are not entitled to rclml.ursoment for any exininditurca 
mode from tlioir private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity 
Before using their own funds, they should ascorUdn whether it is feasible 
to ft^rward vouchors to the Department for payment. The measure of 
the feasibility of so making payment should not be oin* convenience 
or desire. Where the stress of public necessity requires officers and om- 
ployoos to use their own funds, the facts sliould be set out In the vouchors. 

0. Corrootloii of ©rrora.—Errors in computation or extension, in 
stating dnlea of contrucis, proposals, and aulhorizntlons ond the omission of 
signatures from cortiflaites should bo carefully guarded aguinat. 

10. AddltioiiH and dodiictions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acccpUinct's, must be taken up in 
chronological order in all vouchers Issued on account of such contracts or 
proposals Items of this character affect the amount of the retained per¬ 
centages and the payments to be maile, and cmi not pro|>erly be omitUHl. 

11. Division under uppropriations.—In vouchors issued under 
contrmds or accepted proiwsals involving u charge against two or more ap¬ 
propriations, the contract or proposal must bo taken np as a whole for each 
appropriation, and separate vouchers rendcml under each bend, deducting 
from the amount of the contr, or pniposal in ooch voucher the sum or 
sums pro|>erly chargeable to the other items of iippropriullonH. In this 
manner the contract or proiwsnl is divided under iu respective heads. 


12. Final 8ottl©m©nts.—Vouchors in final settlement of coutraeba 
nnder bond must not bo issued without prior authority from the Depart- 
tnout. Such setllcnionts may involve the imposition of a penalty, the 
detormiDulion of which rests with the Secretary of the Treasury. Accepted 
[moposals, w'boso terms may provide a penalty fur delay In exiNrution of 
work, shouhl be sInillarJy treated. The completion of work under such 
contracts or accepted proposals should be promptly rep^^rtod to the depart- 
mout, with a statement of account and u full explanation of the causes of 
delay, if any, reference being made in detail to any loss or damage sustained 
by the United States os a rerult of such delay. 

13. SuporJiitencluiits of construct Ion.—When issuing vouchers 
for presentation to a Disbursing Agent for payment, superiiitondents must 
•ec that tliey are filled out aud complete in every particular, excepting only 
the chock-iegond at l>ottom of vouchor, the nnnibor, uud the lower part 
of the brief on the back. The memorandum, which should bo prepared 
•with equal care, can only bo detached by the disbursing Agent or at the 
Department. 

14. Disbursing: ugents,—These officers will number their vouchers on 
the back, in monthly series, beginning each month with the first vouchor 
paid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at the bottom of the voucher must bo fillc<i out by the 
Disbursing Agent. lie must make no disbursements of any kind until 
authorized to do so by thu Department, and u|>ou receiving such authority 
should bo careful to observe that his payments nro ina»Iu In accortlanco 
therewith. Under no clrcumsUinces should he make a p<iyment iu advance 
for work or sorvicos of any kind. No transmitting lotU^rs aro requinNl to 
accompany his accounts. (Seealso note on faco of memorandum.) 

16. Architects—Tarsiicy Act,—Architects are required to prepara 
and certify vouchors, in payment for work done under their local suihm- 
vlslon, in accordance with the regulations and rules of the Dejmrtuieul. 
'Their form of certification should bo ns foliow's, written or staiuptHl on the 
face of the voucher, and sigued by them us nrchitccU; “Certiflctl as to cor- 
rectmvMAiid value of service performed, and approval for payment in the 

amount stated, viz, $.The approval corllflcate on the 

voucher is for the signature of the Superintendent of Construction, who 
acts as the representative of the Department. It is dosirublo that applica¬ 
tion should be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

1C. Sample vouchers.—Vouchors, combined iu sets, for distributiou 
to those charged with the duty of proioiriiig, certifying, and issuing vouch¬ 
ors, will lie furnished upon request. Those forms cmbraco tlie methods of 
accounUng most frequently mot with in the preixiration of vouchers, and a 
reference to them as a guide will save time and avoid much uuncce«iiiry 
correspondence. ^ 
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VUUCllKU l(\)H l*UUCllA8Lii, ANh HMItVOTllKH THAN PEimONAU 


TUKABl'MY PKl'AUTMKNT, 
Orricii or 8i'i»nt \ihino Aiu iinkOT, 
No. 8m»0 

Form tm^iroviHl liy tho (Amipl roller of 
t Trwwury... 


Noto 

ileiiorul IiiAtriiolluiiM 
uii ImioU «•!' 
Muujoroiitluin* 


the TroMury Hepteinlmr 12. 1U<»T. 

ippropriatiom 


yA.yi??S.t SA FES A MD LOCKS, FOH W^ 

' (Buie full IlUiMif u|i|iix>iii1hUud.) 

THE UNITED STATES, 

. To.!?.tU«¥.OSSMAM.OpUPANY___, Dn. 

(Nuiiie of |Miyin*.) 

appuksh: ?! £r^ __„•?.:._ 

(8li-o«»t und miiul>or.) (Clly or town.) (Htnto.) 


IUtk or Dkuvkry 
oa 8 krvii'K. 


Unit PKirg. 

AMOrNT. 

190 i 

it 

IT KMB. 

Polls. 

Ots. 

Per— 

Pullars. 

Cts. 

tfune 

.15 

Olealting,repairing and guaranteeing durin 

ff 






fiscal year ending Juno 30 th,lOoS, five,,. 








( 5 ) time locks. 

10 



50 

00 











• ... 
















. 

Z, . 
















... 

(^c\ ‘ 








..^. 






»0 

.-.. 

*<1. .... 















.. .. 







.. 


. 





— - 

^ Total... 



: zz^ 

00 


50f 00 


Building: U. S .Ulnt. _ Location: ...Penye rj. Colorado , _ 

READ THIS NOTE CAREFULLY. 

VQyuthm-% ar« no longer required, Tbla Moiuoranduiii, for reforouco imnK) 80 M solely, is a subatltuto. Alako a litoral transcript above of tho acG<iunt tbow'n on tlu) 

DisbaniinK Agents for Public Buibliugs, when forwarding thoir acronnts, will fill out tbo tbroo linos bolow (chock logouU), dotneh tbo Memorandum and i*otaiu it for 

tbolr wboro tbo Vouchor is forwarded to tbo Dopnitraenl for poffmont tbo Memorandum must accompany it and must not bo dotacbed. When cb<M:kB in i»yinout 

of voucliors are racolvcd fi-om the Bcpartniout, accompanied with tbo MomomnUum, tbo throe lines below (check logtmd) sh^uabHrafllljaji ipjfor future reforonco by Cnslodiatis 
and otboia intere«te<]. 

ADMINISTPRAT'IVK ACTTlOit^^t iHR CuStOdi^ 

Account submitted for ...*.-.. - 

Differences as follows: .-.---- 

.-. ^ 

Amount allowed on voucher . .-. — $ - 


Paid by check lN*o, 


bfj 


(Name of Jisbundng offleer.) 


dated ... , 190 , drawn on .... 

.. to order of Payee named above, for $ .. 

Disbursing ......... 

(Clerk or agent.) (Place whore locatKl.) 2—am 































































































































Voucher J^^o. 


GENERAL INSTRUCTIONS. 


olrraHurij ir^artmntt. 

OFFICE OF SUPERVISING ARCHITECT. 


appropriation : 

. 

(State full title of uiyrt.jM intiou, using both lines ^necessary.) 

(ma^/U^ . +.L^o_S_ . 

Amount, Jb . 

^ IN FAVOR OF 

LA.%io lo.... 

(Name of imyee, using Iwth lines if iieccssai^.) 


For Purchases, aii'^ervices other than 

msonal. 

[To be filled in by Disbursing Officer.] 


AOCOUNXS OR 


(Name of disbursing officer.) 


Disbursing . 

(Clerk or agent.) 

(Place where located.) 

190 

(Period for which account is rendered.) 

•y JL t/ \y 

2—2014 


JUN 17 1908 

JO^ofSuDirvitinfrimhUnJ 


I M 


1. Form and use. —This form of voucher will bo used for all expendi¬ 
tures except traveling expenses and peivoniil services. Where an account 
is too large to bo stated on one form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the last 
form only. 

2. Title of building^. —State the title of the building on the lino desig¬ 
nated for that purpose, following it with the name of tho city and State in 
which located. Tho attention of Custodians is particularly calle<l to this 
requirement. 

3. Certificates.—Vouchers received at the Deportment without certifi¬ 
cation will be returned. The approval blank, for tho signature of tho 
Assistant Secretory, is for use only by tho reviewing authoiity at the 

i Department when the voucher is paid at Washington, D. C. 

4. Briefing.—Tho upper briefiag on tho buck (t>oth voucher and memo¬ 
randum) must be properly filled out before the voucher is tmnsmitted to 
the DeiMirtment. Whether as a separate voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must bo adhered to. 
If the appropriation is unknown, leave tho line blank. For annual appro- 

) priations consult “ Instructions to Custodians.’* 

' 6. Letters of transmittal.—Accompany all vouchere for unauthor- 

j ized expenditures with letters of transmittal. Describe briefly the work 

done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condiUon; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

0. Itemization.— Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other otficer by authority from the Department, vouchers must be itemized, 
Indicating the labor, material, and articles supplied, and tho unit of price. 

7. Telegrams.—Charges for telegraphic service must bo accom|>anied 
with copies of the telegrams. 

8. Reirabui*scments.— Vouchers covering a reimburBemeut for minor 
exi>endituro8 incurred must be accomimnied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to tho Department for payment. The measure of 
the feasibility of so making payment should not be their oim convenience 
or desire. Where the stress of public necessity requiras officers and em¬ 
ployees to use their own funds, tho facts should bo set out in tho vouchers. 

9. Correction of errors.- Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should bo carefully guarded against. 

10. Additions anil deductions.— All acceptances by tho Depart¬ 
ment Involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must bo taken up in 
chronological order in all vouchers Issued on account of such contracts or 
proposals Items of this character affect tho amount of the retained per- 

, contages and the payments to be made, and can not properly bo omitted. 

11. Division under apprupriaiious.— In vouchers issued under 
1 contracts or accepted proposals Involving a charge against two or more ap¬ 
propriations, tho contract or proposal must be taken up us a whole for each 
appropriotion, and separate vouchers rendered under each head, deducting 
from the amount of the contract or proposal in each voucher the sum or 

^ sums properly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its reactive heads. 


12. Final settlements.—Vouchers in final settlement of contracts' 
under bond must not be issued without prior authority from the Depart¬ 
ment. Such settlements may involve the imposition of a penalty, the 
determination of which rests with tho Secretary of the Treasury. Accepted 
pro[)osal8, whoso terms may provide a penalty for delay in execution of 
'Work, should bo similarly treated. Tho completion of w’ork under such 
contracts or accepted proposals should be promptly reported to the Depart¬ 
ment, with a statement of account and a full explanation of tho causes of 
delay, if any, roferenco being mado in detail to any loss or damage sustained 
by tho United States as a result of such delay. 

13. Superiutencleiits of construction.—When issuing vouchers 
for presentation to a Disbursing Agent for payment, superintendents must 
,8oe that they aro filled out and complete in every particular, oxcejiting only 
the check-legend at bottom of voucher, the number, and tho lower part 
of tho brief on tho back. The memorandum, which should bo prepared 
with equal care, can only bo detached by tho Disbursing Agent or at the 
Department. 

14. Disbursing^ agents,—The.se officers will number their vouchers on 
the back, in monthly series, beginning each month with the first voucher 
paid (No. 1), and followlug this in tho order of payment. Tho blanks in 
the check-legend at the bottom of tho voucher must bo filled out by the 
Disbursing Agent. Ho must make no disbursements of any kind until 
authorized to do so by tho Department, and upon receiving such authority 
should be careful to observe that his payments aro made in accordance 
therewith. Under no circumstances should he make a payment in advance 
for work or services of any kind. No transmitting letters are required to 
accomiKiny his accounts. (See also note on face of memorandum.) 

15. Architects—Tarsney Act,—Architects aro required to prepare 
and certify vouchors, in payment^for work done under their local super¬ 
vision, in ac(X>rdanco with the regulations and rules of tho D«q)artmont. 
Their form of certification should bo as follows, written or stamped on tho 

‘face of the voucher, and signed by them as architects: “Certified os to cor¬ 
rectness and value of service performed, and approval for payment in tho 

amount stated, viz, S-—..’* The approval certificate on the 

(Voucher is for the signature of the Superintendent of Construction, who 
I acts as the representative of the Department. It is desirable that applica- 
! tion should bo made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Saraplo vouchers.-Vouchers, combined in seta, for distribution 
, to those charged with the duty of preparing, certifying, and Issuing vouch¬ 
ers, will be furnished upon request. These forms embrace the methods of 

1 accounUng most frequently met with in the preparatlou of vouchers, and a 
i reference to them as a guide will save time and avoid much unuo^obsary 
correspondence. • 








































TUEASURY DEP.VRT51ENT, 
OrncE or Sipkrms-isg Architect. 

• Forai No. 860 U. 

Form approved by the Comptroller of 
the 


I 

VOUCHER FOR PURCliASlis, AND SERVICES'OTIIER Til AN PERSONAL. 


approved by the Comptroller of ^ 

Treaaory September l*i, 1007, ^f^/1 ' jf / ^ 

Appropriation 


Note 

General Instructions 
on back of 
3Iemorandum« 


Appropriation 

THE UNITED STATES, 



^•>XH4cW 




eiiSUis"jS^ ^ 


»lfUW»I^ t 


S So 


Building : u. s. OoxUaA. 


Location 




zaczcrS^., 


READ THIS NOTE CAREFULLY. 


Voncb*r^“^ or. no Unyer ro««ir«f. Th« Memorandnm, for rcfcronce purposeo solclj, is a subsUtuto. Make a literal transcript above of the account shown on the 

their B"U<iiDg8. when forwarding thpir accounts, wiQ m out the thr» HnCs iielow (check legend), detach the Meinomndnm and retain it for 

I" the Memorandum must iwcompanv it and must not be det..M..^ «t, i , • 

2l.dT.be™ -ith tbo Men.or.ndnm. .be tb™e lines below (^beckTcgJnd) shouTl^ 


Account submitted for 
Differences as follows: 


ADMINIS'TRA.XIVE AC'TION. 



Amount allowed on voucher 




Paid by check Js^o. 


. 7^- . rji -u -r — -““v— . —f Disbursuiff 

(Name of diRbursing oflicer.) 


fluted .^ jQQ ^ drawn on . 

to order of Payee named above, for ^. 

(Ctok'ofigenM .TPl«ewh;r;-f.iiti:d.V 


2—a)ii 




















































































































Voucher J^o. 


GENERAL INSTRUCTIONS. 


Srpasurg ^pjiartmpttt, 

OFFICE OF SUPERVISING ARCHITECT. 


APPROPRIATION: 

(State full title of appropriation, usi^^^both lines if necessary.) 


Amount, $ 







(Name of payee, using both lines if necc^fisary.) 


For Purchases, and Services other than Personal. 


[To be filled in by Disbnrsing Officer.] 
AOOOUNXS OF=- 


(Name of disbursing officer.) 

Disbursin£ .... 

(Clerk or agent.) 


(Place where located.) 


(Period for which account is rendered.) 


.,190 


’-^myocpT ;^—i 
'908 / 


1. Form and use.—This form of voucher w'ill bo u.scd for all expendi¬ 
tures except traveling expenses and persoual services. Whore an account 
is too largo to be stated on one form, use additional forms, fastening them 
together in the upper left-hand comer. Fill out the certificates on the lust 
form only. 

2. Title of building^.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certificates.—Vouchers received at the Department without certifi¬ 
cation will bo returned. The approval blank, for the signature of the 
Assistant Socretarj', is for use only by the reviewing authority at the 
Department when the vouchor is imid at Washington, D. C. 

•1. Driefinj^.—The upper briefing on the buck (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
tho Department, \\liether us a Be])arate voucher forwarded for payment 
(in which cose the number only is left blank) or as a voucher included in 
theabstiuct of a Disbursing Agent, this requirement must bo adhered to. 
If the appropriation is unknown, leave tho line blank. For annual oppro- 
priatious consult Instructions to Custodians.’’ 

6. Letters of trausmittal.—Accompany all vouchers for unauthor- 
izetl expenditures with letters of trausmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condition; and 
a brief reference to the emergency which required immediate expenditure 
should be stated. 

6. Itemization.—Unless issued under a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Chaiges for telegraphic service must be accompanied 
with copies of tho telegrams. 

8. Reimbursements.—Vouchers covering a reimbursement for minor 
exiMinditures incurred must be acxiomimnied with receipted bills. Officers 
and employees are not entitled to reimbursement for any expenditures 
made from their private funds (other than for purely personal traveling 
expenses), except under stress of urgent or unforeseen public necessity. 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to tho Department for payment. The measure of 
the feasibility of so making payment should not be t/ieir oini convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the fticts shonld be set out in the vouchers. 

9. Correction of errors.—Errors in computation or extension, in 
stating dates of contracts, proposals, and authorizations and the omission of 
signatures from certificates should be carefully guarded against. 

10. Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must be taken up in 
chronological order in all vouchers issued on account of such contracts or 
proposals Items of this character affect tho amount of the retained per¬ 
centages and the payments to be made, and can not properly bo omitted. 

11. Division under appropriations.—In vouchers issued under 
contracts or accepted proposals involving a charge against two or more ap¬ 
propriations, tho contract oi proposal must be taken up as a whole for each 
appropriation, and separate vouchers rendered under each head, deducting 
from the amount of the conti or proposal in each voucher the sum or 
sums properly chargeable to tho other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


I 12. Final settlements.—Vouchers in final settlement of contmctii> 
under bond must not be issued without prior authority from the Depart- 
, ment. Such settlemenU may involve the imposition of n penalty, the 
I determination of which rests with the Secretary of the Treasury. Aaepted 
proposals, whose terms may proride a penalty for delay in execution of 
work, should be similarly treated. Tbo completion of work under such 
contracts or accepted proposals should be promptly reported to tlie Departs 
ment, with a statement of account and a full ejjiljuation of the causes of 
! delay, if any, reference being made in detail to au\ loss or damage sustained 
' by the United States as a rerult of such delay. i 

13. Superiiitenclents of construction.—\Vhen issuing voucbers 
' for presentation to a Disbursing Agent for payment, superintendents must 
' ace that they are filled out and complete in every particular, excepting only 
I the check-legend at bottom of voucher, the number, and tho low’or part 
1 of tho brief on the back. Tho memorandum, which should bo prejMired 
^ with equal care, can only be detached by the Disbursing Agent or at the 

I Department. 

14. Disliursing: assents.—These officers will number their vouchers on 
the back, in monthly series, beginning each mouth with tbo first voucher 

i paid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at the bottom of tbo voucher must be filled out by the 
Disbursing Agent. lie must make no disbursements of any kind until 
authorized to do so by tho Department, and upon receiving such authority 
should be careful to observe that his payments are made in accordance 
' therewith. Under no circumstances should he make a payment in advance 
for work or services of any kind. No transmitting letters are rcquircHl to 
accompau}'^ his accounts. (Seealso note on face of memorandum.) 

; 15. Architects—Tai*siiey Act.—Architects are required to prepiire 

and certify vouchers, in payment for work done under their local super¬ 
vision, in accordance w’itb the regulations and rules of tho Department. 
Their form of certification should be as follows, written or Htumptri on the 
face of the voucher, and signed by them as architects: “Certified os to cor- 
rectm^ss and value of service performed, and approval for payment in tho 

, amount stated, viz, S-“ Tho approval certificate on tho 

voucher is for the signature of tho Superintendent of Construction, who 
acts as the representative of the Department. It is desirable that applica- 
I tion should be made by architects (stating the conditions under which they 
accrue) for payments on account of commissions. 

16. Sample vouchers.—Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing vouch¬ 
ers, will be furnished ui)on request. These forms embrace the methods of 
I accounting most frequently met with in tho preparation of vouchers, and a 
reference to them as a guide will save time and avoid much unnecessary 
correspondence. 
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Note General Tnstmctlons 
on back. 


REFERENCE MEMORANDUM. 

(Detachable. Part of Voucher Form No. 8600.) 


Voucher Xo. 


(For Diabursiftg Officer’s use only.) 


Jo iQyo/ wiA^a/i/u/ /^ _ Dr. 

/ (Street and iiurabor.) (City or (own.) (State.) 


Date of Deliveby 

OB bEBYlCE. 



AUTHORITY. 



kP 


CHARACTER OF ARTICLES OR SERVICES. 


^44‘^tx/yryvwi 


^(UJAAAA^inrAM 


AMOUNT. 

Dollara. Centa, 



oo e.cct 


// Ta o o 


. (^/> 

^Q. 

y*c/' 

^ '>v. ‘ V. *^0., 

</' (t> ‘ o. *^cy» 

-e. , c/ 

iV 

_>• Xi^V 




U- 


I 


APPROPRIATION: “ 
BUILDING: 


Total Amount as shown on Voucher, 
& 





READ THIS NOTE CAREFULLY 


literaUmnSpfcXJfofThelccJKhS^^ ^ substitute. Make a 

MemoSulum Muln R fo^thefr will fill out the three lines below, detach the 

In all ^s where «ie voucher is forwarded to the Department for payment the Memorandum must accomnanv it and 
must not 1^ detached. When checks m payment of vouchers are received from the Department accomuanied 
randum, the three Imcs below should be fiUed in for future reference by Custodians and otheS interested^ ^ Memo- 


administrative: aotion. 


Account submitted for . 
Differences, as follows:. 


Amount allowed on voucher 


Paid by check Xo. 


by,.. . ... 

(Name of Uhtbuning oflicor.) 



,, dated .., 190 , drawn on _ _ 

-., to order of Payee named above, for $ _ _ 

Disbursing . , .. _ 

(Clerk or Agent.) (PWh-eS-fo^y-jilZabU- 









































































Form 8(J00. 


GENERAL INSTRUCTIONS. 


1. Form and usb. —This form of voucher will be used for all ex¬ 
penditures on account of appropriations under the control of the 
Supervising Architect, except traveling expenses and personal serv- 
icea. Where an account is too large to be stated on one form, use 
additional forms, fastening them together in the upper left-hand 
comer, and carrying the footings forward from the bottom of one 
form to the top of another. Fill out the certificate and receipt on 
the last form only, and tear off the unused portions (certificate and 
'i^oeipts) of the preceding forms. This makes a continuous voucher 
from the caption to the signature. 

2. Caption. —Insert the name of the public creditor (person, firm, 
or corporation, legibly written) on the first line, and the complete 
address on the next line below. The payee’s name must be in 
exactly the same form in the caption as in the signature to the 
-receipt. 

8. Body Of voocher. 

(o) In the first column give date of purchase or delivery of 
articles, or date of performance of service, or date upon which 
service has accrued for which payment is to be made. 

(6) Second column, state date of contract, thus: ‘Contract dated 
May 10, 1902 ;** date of acceptance of proposal, “Proposal accepted 
Sept. 20, 1902;“ or date of letter authorizing the expenditure, “De¬ 
partment letter of June 22, 1902.“ (The date of acceptance of 
proposal here referred to relates to proposals acc<?ptcd only by the 
Department. .Vn expenditure under a proposal not so accepted falls 
under “Department letter.”) If an emergency expenditure, unauthor¬ 
ized, by a C'ustodian, insert “Section IS, Instructions to Custodians, 
1905;“ otherwise, leave blank. 

(c) Third column, describe the artides received or the service 
performed, or give a brief synopsis of work done, following the 
letter of authority, if any. State unit of price also, wherever 
practicable. 

(d) Fourth column, enter the amount as extended, and total the 
-column, placing the total in the scroll at the foot of the column. 

4. Appropriation. —Quote full title of appropriation from which 
payment is to be made on the line provided. Do not confuse titles 
of special appropriations with descriptive titles of buildings. A 
building may be known as the “United States Custom-House, Balti¬ 
more, Md.,“ but its appropriation will read simply “Custom-House, 
Baltimore, Md.“ This feature is not involved in the annual appro¬ 
priations. If uncertain as to the correct title of the appropriation, 
write for instructions. Letters of authority, however, usually state 
the titlsg, apd where this Is the case they should be followed. 

(L Tr*'® BCILDINO. —State the title of the building on the line 

rttvCAfUvd for that purpose, following it with the name of the city 
and State in which located. The attention of Custodians is parti¬ 
cularly called to this requirement, as its absence, in conjunction with 
other informalities, frequently renders identification of vouchers dif¬ 
ficult, and causes delay in settlements. 

6. Receipt. —WTien forwarded to the Department for payment, fill 
in the receipt on the appropriate line (also the scroll) with the 
amount called for by the voucher, and insert the disbursing officer’s 
name. Be sure that the amount in the receipt accords with that 
given In the voucher. The signature to the receipt should be made 
by the person, firm (by a member of the firm), or corporation 
(through it* proper officer) in whose favor the voucher is issued. 
Signature* of public creditors must correspond with the names as 
written in the caption. When paid by a local Disbursing Agent, 
b« guid<HJ by the instructions contained in paragraphs 17 and 18. 


¥ 


I 


7. Certificate. —^The proper officer, charged with the duty of cer¬ 
tification, must sign on the first line, followed by his official title on 
the second line. Vouchers received at the Department without certi¬ 
fication will be returned. The approval blank, for the signature of 
the Assistant Secretary, is for use only when the voucher is paid at 
the Department by a departmental disbursing officer, located at 
Washington, D. C. 

8. Briefing. —The briefing on the back must be properly filled out 
before the voucher is transmitted to the Department. Whether as a 
separate voucher forwarded for payment—in which case the number 
only is left blank—or as a voucher included in the abstract of a 
Disbursing Agent, this requirement must be adhered to. If the ap¬ 
propriation is unknown, as might be the case with an emergency 
exiKjnditure, write for instructions. For annual appropriations con¬ 
sult “Instructions to Custodians.” (Sec also Paragraph 4.) 

9. Letters of transmittal. —Accompany all vouchers for un¬ 
authorized expenditures sent to the Department for payment—charge¬ 
able to appropriations imdcr the control of the Superviring Archi¬ 
tect—with letters of transmittal. Such letters should describe briefly 
the work done or services rendered, and whether satisfactorily com¬ 
pleted or performed; if for articles or supplies, whether received in 
good condition; and a brief reference to the emergency which re¬ 
quired immediate expenditure should liR Stated. This requirement 
does not affect Disbursing Agents whdfc fftontbly account* are for¬ 
warded without letters. 

10. Itemization. 

(a) Unless issued under a contract or accepted proposal on file at 
the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be 
itemized—indicating the labor, material, and articles supplied, and 
the unit of price. 

(b) When issued under a proposal accepted by a Custodian or 
other officer, a copy of the proposal must accompany the voucher. 

11. Freight, telegrams, etc. 

(а) Freight and express charges will not be allowed unless sus¬ 
tained by the receipts of the transportation companies. 

(б) Charges for telegraphic service must be accompanied with 
copies of the telegrams; or the names of places from and to which 
sent, and the number of words must be stated on the voucher. 

(c) Bills for freight over land-grant or bond-aided railroad* must 
not be paid, but sliould be referred to the Department for adjustment. 

12. Rei-mbursemekts. —Vouchers of officers or employees, covering 
a reimbursement for minor expenditures incurred, must be accom¬ 
panied with receipted bills, and the authority clearly shown. If 
an emergency expenditure, state fully the necessity. 

13. Correction of errors. —Errors in computation or extension, 
in stating dates of contracts, proposals, and authorizations, and the 
omission of signatures from certificates and receipts, should be care¬ 
fully guarded against. When vouchers arc returned for correction, 
and the amount in the receipt is changed as a result of such correc¬ 
tion, Issue new vouchers. It is no longer permissible to alter 
vouchers and receipts after signature by the payee. New vouchers 
should be made out and signed. 

14. Additions and deductions. —All acceptances by the Depart¬ 
ment, involving additions to or deductions from formal contracts or 
accepted proposals, and all revocations of prior acceptances, must be 
taken up in chronological order, in all vouchers issued on account of 
such contracts or proposals. Items of this character afifect the 
amount of the retained percentages and the payments to be made, 
and can not properly be omitted. Attention is particularly called 
to the requirements of this paragraph. 

15. DnisioN UNDER APPROPRiATiONF. —In vouchcrs issued under 
contracts or accepted proposals invohnng a charge against two or 
more appropriations, the contract or proposal must be taken up as 
a whole for each appropriation, and separate vouchers rendered under 


each head, deducting from the amount of the contract or proposal, 
in each voucher, the sum or sums properly chargeable to the other 
items of appropriations. In this manner the contract or propoaal 
is divided under its respective beads, and the different vouchers can 
be identified one with the other, and settlement facilitated. 

16. Final settlements.-— Voucher* in final settlement of contracts 
under bond must not be issued without prior authority from the* 
Department. Such settlements may involve the impoaition of a 
penalty, the determination of which rest* with the Secretary of the 
Treasury. Accepted proposals, whose terms may provide a penalty 
for delay in execution of work, should be similarly treated. Tbo 
completion of work under such contract* or accepted proposal* should 
be promptly reported to the Department, with a statement of account 
and a full e.xplanation of the caused of delay, if any, reference being 
made in detail to any loss or damage sustained by the United States 
os a result of such delay. 

17. Superintendents of co2iiMfRt/6TioN. —When issuing voucher* 
for presentation to a Disbur^^jmit Agent for paymemt. Superintendent* 
must see that they are filled out and complete in every particular, 
excepting only the check-legend at bottom of voucher, and the num¬ 
ber on the back. The Superintendent’* series of numbers will be 
made on the face of the voucher, in the upper right-hand comer, in 
continuous sequence, from the beginning of the work to its cloec. 
The memorandum, which should be prepared with equal care, can 
only be detached by the Disbursing Agent or at the Department. 

18. Disbursing agents. —These officers will number their vouchers 
on the back, in monthly series, beginning each month with the first 
voucher paid (No. 1), and following this with the ofber vouchers in 
the order of payment. The blanks in the chcck-Icgend at the bottom 
of the voucher must be filled out by the Disbursing Agent, and his 
official signature written thereunder. He must make no disburse- 
ments of any kind until authorized to do so by the Department, and 
upon receiving such authority should be careful to observe that his 
payments are made in accordance therewith. Under no circum¬ 
stances should he make a payment in advance for work or sciviecs 
of any kind. (See also note on face of memorandum.) 

19. Architects—Tarsney Act. —Architects in charge of construc¬ 
tion are required to prepare and certify vouchers, in payment for 
work done under tlieir local supervision, in accordance with the 
regulations and rules of the Department os to form and execution. 
They \^all be governed, therefore, in the preparation of vouchers, by 
the foregoing directions. Their form of certification should be as 
follows, written or stamped on the face of the voucher, and signed 
by them os architects: “Certified as to correctness and X'aluc of 
service performed, and approved for paiTnent in the amount stated. 

\iz,, $_“ The printed certificate on the voucher 

is for the signature of the Superintendent of Construction, who acts 
as the representative of the Department. It is desirable tliat ap¬ 
plication should be made by architects (stating the conditions under 
which they accrue) for pa>Tncnt8 on account of commissions. 

20. Sample vouchers. —Vouchers, combined in sets, embracing 
the salient features of the foregoing directions as to form and execu¬ 
tion heretofore prepared as samples for distribution to those charged 
with the duty of preparing, certifying, and issuing N'ouchers. will be 
furnished upon request where not already supplied. These form* 
embrace the method* of accounting most frequently met with in the 
preparation of vouchers covering the various classes of expenditures 
under the control of the Supervising Architect, and a reference to 
them as a guide, when issuing vouchers, will save time and avoid 
much unnecessary correspondence. 

(The adoption of new forms of certificates and receipts, and a 
memorandum in lieu of the former duplicate voucher*, will not affect 
the method of statinff acconnU —as illustrated in the samples— on 
the new single voucher form.) 
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•Note General Instructions 
on back. 


REFERENCE MEMORANDUM. 

(Detachable. Part of Voucher Form No. 8000.) 


Voucher 


WimUa 


To. 


ijZA/X/XX/^. 


(For Diabaninf Offlcer’a use only.) 


_ Dr. 


(Name c ^pay^ *.) 

Address: .. 

•r , . a (City or town.) ' 


(Strce^nd number.) 


)ate op Deliveby 
on bEliVICE. I 


AUTHORITY. 


CHARACTER OF ARTICLES OR SERVICES. 


190*f 

s 






JUMJ. 1907 

irTTT 

AAy^J-tr tLcoMya 


a./i/i/'uLy 


" 3 : 


^fiech in pay/wpii^ nl 

(-tif trt.Tf! " 

Mf friprundii^u U /j. —(i .' 

A •-.» Srnt dirrtd ip _ 

pOra?iViim for reference 
pjjurpi^es, -- - 




(State.) 


AMOUOT. 

I)ollar$. Ct 


6 %. 


Cr O 


Total. Amount as shown on Voucher, 


APPROPRIATION: ^ 

BUILDING: U.S . OO^J.AyiAAj:. LOCATION 



READ THIS NOTE CAREFULLY. 

Duplicate vouchers are no longer required. This Memorandum, for reference purposes solely, is a substitute. Make a 

literal transcript above of the account shown on the voucher. x xt. xi. v -u i a v xi. 

^sbursing agents for public buildings, when forwarding their accounts, will fill out the three lines below, detach the 

Memorandum aud retain it for their files. , , ^ xi. ^ x -x 

In all cases where the voucher is forwarded to the Department for payment the Memorandum must accompany it and 
must not bo detached. When checks in payment of vouchers are received from the Department, accompanied with the Memo¬ 
randum, the three lines below should be tilled in for future reference by Custodians and others interested. 


administrative: aotion. 


Account submitted for 
Differences, as follows: 


Amount allowed on voucher 



Paid by check JS^o, — 



^ (Naui* of dUburalng officer.) 


_, dated .-.—, 190 , drawn on . 

.., to order of Payee named above, for $. 

., Disbursing 


(Clerk or Agent.) 


(Place where locatod.) 
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Form 8<U>0. 


GENERAL INSTRUCTIONS. 


1. Form and css. —This form of voucher will be used for all ex¬ 
penditures on accouiu of appropriations under the control of the 
Supervising Architect, except traveling expenses and personal serv¬ 
ices. Where an account is too large to be stated on one form, use 
additional forms, fastening them together in the upper left-hand 
comer, and carrying the footings forward from the bottom of one 
form to the top of another. Fill out the certificate and receipt on 
the last form only, and tear off the unused portions (certificate and 
receipts) of the preceding forms. This makes a continuous voucher 
from the caption to the signature. 

2. Caption. —Insert the name of the public creditor (person, firm, 
or corporation, legibly written) on the first line, and the complete 
address on the next line below. The payee’s name must be in 
exactly the same form In the caption as in the sigrnature to the 
receipt. 

S. Body of voucher. 

(а) the first column give date of purchase or deliver^’ of 
articles, or date of performance of service, or date upon which 
service has accrued for which payment is to be made. 

(б) Second column, state date of contract, thus: ‘Contract dated 
May 10, 1902 ;** date of acceptance of proposal, “Proposal accepted 
Sept. 28, 1902 ;** or date of letter authorizing the expenditure, “De¬ 
partment letter of Jsne 22, 1902.” (The date of acceptance of 
proposal here referred -to relates to proposals accepted only by the 
fi^artment. An .ngpAlditure under a proposal not so accepted falls 
'UBier “Department Ipiter.”) If an cmergenpy expenditure, unauthor¬ 
ized, by a Custodian, insert “Section 13, Instructions to Custodians, 
IVOS;” dchcnrise, leave blank. 

(<■) “Btird column, describe the articles received or the service 
pesioimed, or give a brief synopsis of work done, following the 
letter of authorlfy', if any. State unit of price also, wherever 
practicAk. 

(d) Fourth column, enter the amount as extended, and total the 
■column, placing the total in the scroll at the foot of the column. 

4. APPROPiUATroN.—Quote full title of appropriation from which 
payment ia to be made on the line provided. Do not confuse titles 
of special appropriations with dcscripti^'c titles of buildings. A 
building may be known as the “United States Custom-House, Balti¬ 
more, Md.,” but its appropriation will read simply “Custom-House, 
Baltimore, Md.” This feature is not involved in the annual appro¬ 
priations. If uncertain as to the correct title of the appropriation, 
write for instructions. Letters of authority, however, usually state 
the titles, and where this is the case they should be followed. 

5. Title of building. —State the title of the building on the line 
designated for that puiposc, following it with the name of the city 
and State in which located. The attention of Custodians is parti¬ 
cularly called to this requirement, as its absence, in conjunction with 
other informalities, frequently renders identification of vouchers dif¬ 
ficult, and causes dels}' in settlements. 

6. Receipt. —When forwarded to the Department for payment, fill * 
in the receipt on the appropriate line (also the scroll) with the 
amount called for by the voucher, and insert the disbursing officer's 
name. Be sure that the amount in the receipt accords with that 
given in the voucher. The signature to the receipt should be made 
by the person, firm (by a member of the firm), or corporation 
(through its proper officer) in whose favor the voucher is issued. 
Signatures of public crediton must correspond with the names as 
written in the caption. When paid bV a‘local Disbursing Agent, 
be guided by the Inilnictions contained in paragraphs 17 and 18. 


7. Certificate. —The proper officer, charged with the duty of cer¬ 
tification, must sign on the first line, followed by his official title on 
the second line. V’ouchers received at the Department without certi¬ 
fication will be returned. The approval blank, for the signature of 
the Assistant Secretary, is for use only when tlic voucher is paid at 
the Department by a departmental disbursing officer, located at 
Washington, D. C. 

8. Briefing. —The briefing on the back must be prpperly filled out 
l>efore the vouchoj is transmitted to the Department. WTicther as a 
separate voudier forwarded for payment—in which case the number 
only is left blank—or as a voucher included in the abstract of a 
Disbursing Agent, this requirement must be adhered to. If the ap¬ 
propriation is unknown, as might bo the case with an emergency 
e.xpcnditure, write for instnioiions. For annual appropriations con¬ 
sult “Instructions to Custodians.” (See also Paragraph 4.) 

9. Letters op transhittal. —Accompany all vouchors for un¬ 
authorized expenditures sent to the Department for payment—charge¬ 
able to appropriations under the control of the Supervising Archi¬ 
tect—with letters of transmittal. Such letters should describe briefly 
the work done or services rendered, and whether satisfactorily com¬ 
pleted or performed; if for articles or supplies, whether received in 
good condition; and a brief reference to the emergency which re¬ 
quired immediate expenditure should be stated. This requirement 
docs not affect Disbursing Agents whose monthly accounts arc for¬ 
warded without letters. 

10. Itemization. 

(a) Unless issued under a contract or accepted proposal on file at 
the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be 
itemized—indicating the labor, material, and articles supplied, and 
the unit of price. 

(l>) When issued under a proposal accepted by a Custodian or 
other officer, a copy of the proposal must accompany the voucher. 

11. Freight, telegrams, etc. 

(a) Freight and express charges will not be allowed unless sus¬ 
tained by the receipts of the transportation companies. 

(fc) Charges for telegraphic service must be accompanied with 
copies of the telegrams; or the names of places from and to which 
sent, and the nifmber of words must be nfnml on the voudier. 

(c) Bills for freight over land-grant or bond-aided railroads must 
not be paid, but should be referred to the Department for adjustment. 

12. Reimbursbjients.^— Vouchers of officers or employees, covering 
a reimbursement for minor expenditures incurred, must be accom¬ 
panied with receipted bills, and the authority clearly shown. If 
an cmczgency expenditure, state fully the necessity. 

13. Correction op rrhors. —Errors in compuUtion or extension, 
in stating dates of con^tracts, proposals, imd authorizations, and the 
omission of signature! from cerliflcales and receipts, should be care¬ 
fully guarded against. When vouchers arc returned for correction, 
and the amount In the receipt ia changed as a result of such correc¬ 
tion, issue new vouchers. It is no longer permissible to alter 
vouchers and receipts after signature by the payee. New vouchers 
should be made out and signed. 

U. Addjtio.vs and deductions,— All acceptances by the Depart¬ 
ment, invohnng additions to or deductions from formal contracts or 
accepted proposals, and all revocations of prior acceptances, must be 
taken up in chronological prder, in all vouchers Issued on account of 
such contracts or proposals. Items of this character affect the 
amount of the retained percentagea and the payments to be made, 
and can not properly be omitted. Attention is particularly called 
to the requirements of this paragraph. 

15. Division under approprutions.— In issued under 

contracts or accepted proposals involving s against two or 

more appropriations, the contract or propoasl must be taken up as 
n whole for each appropriation, and separate vouchors rendered under 


each head, deducting from the amount of the contract or proposal, 
in each voucher, the sum or suras properly chargeable to tlie other 
items of appropriations. In this manner the contract or proposal 
is divided under its respective heads, and the different vouchers can 
be identified one with the other, and settlement facilitated. 

10. Final bettleme.ntb. —Vouchers in final settlement of contracts 
• under bond must not be issued without prior authority from the 
Department. Such settlements may involve the imposition of a 
penalty, the determination of which rests with the Secretary of the 
Troasurj’. Accepted proposals, whose terms may proWde a penalty 
for delay in execution of work, should bo similarly treated. The 
completion of work under such contracts or accepted proposals should 
be promptly reported to the Department, w'ith a statement of account 
and a full c.xplanation of the causes of delay, if any, reference being 
made in detail to any loss or damage sustained by the United States 
as a result of such delay. 

17. Suferintendents of construction. —When issuing vouchers 
for presentation to a Disbursing Agent for payment, Superintendents 
must see that they are filled out and complete in every particular, 
excepting only the chcck-legcnd at bottom of voucher, and the num¬ 
ber on the back. The Superintendent’s series of numbers will be 
made on the face of tha voucher, in the upper right-hand comer, in 
continuous sequence, from the beginning of the work to its close. 
The memorandum, which should be prepared writh equal care, can 
only be detached by the Disbursing Agent or at the Department. 

18. Disbursing agents. —These officers will number their vouchers 
on the back, in monthly series, beginning each month with the first 
voucher paid (No. 1), and following this with the other vouchers in 
the order of payment. The blanks in the check-lcgend at the bottom 
of the voucher must be filled out by the Disbursing Agent, and his 
official signature written thereunder. He must make no disburse¬ 
ments of any kind until authorized to do so by the Department, and 
upon receiving such authority should be careful to observe that his 
pa>niicnts are made in accordance therewith. Under no circum¬ 
stances should he make a payment in advance for tvork or services 
of any kind. (See also note on face of memorandum.) 

19. Architects—Tarsney Act. —Architects in charge of construc¬ 
tion are required to prepare and certify vouchers, in payment for 
work done under their local supervision, in accordance with the 
regulations and rules of the Department as to form and execution. 
They wiU be governed, therefore, in the preparation of vouchers, by 

I the foregoing directions. Their form of certification should be as 
follows, written or stamped on the face of the voucher, and signed 
by them as architects: “Certified as to correctness and value*of 
i service performed, and approved for payment in the amount stated, 

viz., $-»* The printed certificate on the voucher 

is for the signature of the Superintendent of Construction, who acta 
as the representative of the Department. It is desirable that ap- 
pU^tion should be made by architccU (stating the conditions under 
which they accrue) for payments on account of commissions. 

20. Sample vouchers. —Vouchers, combined in sets, embracing 
! the salient features of the foregoing directions as to form and execu¬ 
tion heretofore prepared as samples for distribution to those charged 
with the duty of preparing, certifjdng, and issuing vouchers, will be 
fumislicd upon request where not already supplied. These forma 
embrace the methods of accounting most frequently met with in the 
preparation of vouchers covering the various classes of expenditures 
under the control of the Supervising Architect, and a reference to 
them as a guide, when issuing vouchera, vnll save time and avoid 
much unnecessary correspondence. 

(The adoption of new forms of certificates and receipts, and a 
memorandum in lieu of the former duplicate vouchers, will not affect 
the method of stating arcountg^-as illustmted in the samples—on 
the new single voucher form.) 
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Note General Tnstruction« 
on back. 


REFEREhJCE MEMORANDUM. 

(PctAchublc. Part of VoacIrtl^Furm No. 8fi00.) 


Voucher J^o, 


'Sttxitcd J-tatcs, 


(For DiibarsinfiT OfBcer*i use only.) 


To 


.— 


Address 


(Name or payee.) ^ 

: /8.y-4. . "hak .,. ^^^..£4l/l^ACryC .,. 

-...1 \ (City or town.) ^ fStato.X 


_ Dr. 

fg. 


(Street am^^niber.) 


Date of Delivery 
OR Service. 


AUTHORITY. 


CHARACTER OF ARTICLES OR SERVICES. 


lOOj 


(Z/^i/YvC> TLO fo^jyj^er^^iLly 


l4A/yuvi/i/ 





/vi^-aXZ^yvaJU ytf^ 
MyTc^ Oy^t/V 


/ pUyiytyOC/yV^AJf yC4^ 

t/V CL/ 


_J.. 


I 



0ficcfi in 
voucficz (of njfvicfi. 
0»tci'j'tO'rci4ti)uiH i.>o pcvzt^ 
tccn ^CJ^1: ^Ifcect to 
pti<>rU otcMtoz; (>ij 
^uxiviwg ef-er4, ozb^v 
of Se-czcia^z^ 


(SUto.) 


AMOUNT. 

Dollars. Cents. 


J/S.S~y- ° 


Total Amount as shown on Voucher, 

APPROPRIATION: _ 

BUILDING: U. S ._ LOCATION:SlerMdM/y^^^C/idL0-. 


READ THIS NOTE CARErULLY. 

Duplicate vouchers arc no longer required. This Memorandum, for reference purposes solely, is a substitute. Make a 
literal transcript above of the account shown on the voucher. 

Disbursing agents for public buildings, when forwarding their accounts, will fill out the three lines below, detach the 
Memorandum aud retain it for their files. 

In all cases where the voucher is forwarded to the Department for payment the Memorandum must accompany it and 
must not be detached. When checks in payment of vouchers are received from the Department, accompanied with the Memo¬ 
randum, the three lines below should be tilled in for future reference by Custodians and others interested. 

- - % 


administrative: aotion. 


Account submitted for .-... 

Differences, as follows: .. 


Amount allowed on voucher 


^P<\id by check h'o. 



(Name of di^ur^ug oiScor.) 





dated --- , IDD , drawn on _ 

., to order of Payee named above, for $ .... 

, Disbursing .......... 

(Clerk or Agent.) (Place where locat^.) 2^al4 
































































Form 8<H)0. 


GENERAL INSTRUCTIONS. 


1. Form and —This fonn of voucher will be used for all ex* 

l>enditures on account of appropriations under the control of the 
Supervising Architect, except traveling expenses and personal serv* 
lees. Where an account is too large to be stated on one form, use 
additional forms, fastening them together in the upper left-hand I 
comer, and carrying the footings forward from the bottom of one 
form to the top of another. Fill out the certificate and receipt on 
the last form only, and tear off the unused portions (certificate and 
receipts) of the preceding forms. This makes a continuous voucher 
from the caption to the signature. 

2. Caption. —Insert the name of the public creditor (person, firm, 

or corporation, legibly written) on the first line, and the complete 
address on the next line below. The payee’s name must be in 
exactly the same form in the caption as in the signature to the 
receipt. , 

3. Body of voucher. 

(а) In the first column give date of purchase or delivery of 
articles, or date of performance of service, or date upon which 
service ban accrued for which payment is to be made. 

(б) Second column, state date of contract, thus: ‘CJontract dated 
May 10, 1902;” date of acceptance of proposal, “Proposal accepted 
Sept. 20, 1002;” or date of letter authorizing the expenditure, “De- ^ 
partraent letter of June 22, 1902.” (The date of acceptance of 
proposal here referred to relates to proposals accepted only by the 
Department. An expenditure under a'proposal not so accepted falls 
under “Department letter.”) If an emergency expenditure, unauthor- 1 
ized, by a Custodian, insert “Section 13, Instructions to Custodians, 
1903;” otherwise, leave blank. 

(c) Tliird column, describe the articles received or the service 
performed, or give a brief sjTiopsis of work done, following the 
letter of authority, if any. State unit of price also, wherever 
practicable. 

(d) Fourth column, enter the amount as extended, and total the 
-column, placing the total in the scroll at the foot of the column. 

4. Appropriation. —Quote full title of appropriation from which 
payment is to be made on the line provided. Do not confuse titles 
of special appropriations with descriptive titles of buildings. A 
building may be known as the “United States Custom-House, Balti¬ 
more, Md.,” but its appropriation will read simply “Custom-House, 
Baltimore, Md.” This feature is not involved in the annual appro¬ 
priations. If uncertain as to the correct title of the appropriation, 
write for instructions. Letters of authority, however, usually state 
the titles, and where this is the case they should be followed. 

5. Title of buildiso. —State the title of the building on the line 
designated for that purpose, following it with the name of the city 
and State in which located. The attention of Custodians Is parti¬ 
cularly called to this requirement, as its absence, iu conjunction with 
other informalities, frequently renders identification of vouchers dif¬ 
ficult. and causes delay in settlements. 

fi. Receipt. —When forwarded to the Department for payment, fill 
in the receipt on the appropriate line (also the scroll) with the 
amount called for by the voucher, and insert the disbursing officer’s 
name. Be sure that the amount in the receipt accords with tliat 
given in the voucher. The signature to tlie receipt should be made 
by the person, firm (by a member of the firm), or corporation 
(through its proper officer) in whose favor the voucher is issued. 
Signatures of public creditors must corM^ with the names as 
written in the caption. When paid ^ocal Disbursing Agent, 

be guidwl by the instructions r<>ntaiM(PTn paragraphs 17 and 18. 


7. Certificate. —The proper officer, charged with the duty of cer¬ 
tification, must sign on the first line, followed by bis official title on 
the seoond line. Vouchors received at the Department without certi¬ 
fication will be returned. The approval blank, for the signature of 
the Assistant Secretary, is for use only when the voucher is paid at 
the Department by a departmental disbursing officer, located at 
Washington, D. C. 

8. BRiEFiNO.—Thc briefing on the back must be properly filled out 
before the voucher is transmitted to the Department. Whether as a 
separate voucher forwarded for payment—in which case the number 
only is left blank—or as a voucher included in the abstract of a 
Disbursing Agent, this requirement must be adhered to. If the ap¬ 
propriation is unknown, as might be the case with an emergency 
expenditure, write for instructions. For annual appropriations con¬ 
sult “Instructions to Custodians.” (See also Parag^raph 4.) 

9. Letters of transmittal. —Accompany all vouchers for un¬ 
authorized expenditures sent to the Department for payment—charge¬ 
able to appropriations under the control of the Supervising Archi¬ 
tect—with letters of transmittal. Such letters should describe briefly 
the work done or services rendered, and whether satisfactorily com¬ 
pleted or performed; if for articles or supplies, whether recelve<l in 
good condition; and a brief reference to the emergency which re¬ 
quired immediate expenditure should be stated. This requirement 
does not affect Disbursing Agents whose monthly accounts are for¬ 
warded without letters. 

10. Itemization. 

(a) Unless issued under a contract or accepted proposal on file at 
the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be 
itemized—indicating the labor, material, and articles supplied, and 
the unit of price. 

(3) \Micn issued under a proposal accepted by a (Custodian or 
other officer, a copy of the proposal must accompany the voucher. 

11. Freight, telegrams, etc. 

(а) Freight and express charges will not be allowed unless sus¬ 
tained by the receipts of the transportation companies. 

(б) Charges for telegraphic service must be accompanied with 
copies of the telegrams; or the names of places from and to which 
sent, and the number of words must be stated on the voucher. 

(c) Bills for freight over land-grant or bond-aided railroads must 
not be paid, but should be referred to the Department for adjustment. 

12. Reimbursements. —Vouchers of officers or employees, covering 
a reimbursement for minor expenditures incurred, must be accom¬ 
panied with receipted bills, and the authority clearly shown. If 
an emergency expenditure, state fully the necessity. 

13. Correction op errors. —Errors in computation or extension, 
in stating dates of contracts, proposals, and authorizations, and the 
omission of signatures from certificates and receipts, should bo care¬ 
fully guarded against. When vouchers arc returned for correction, 
and the amount in the receipt is changed as a result of such correc¬ 
tion, iflsue new vouchers. It is no longer permissible to alter 
vouchers and receipts after signature by the payee. New vouchers 
should be made out and signed. 

14. Additions and deductions. —All acceptances by the Depart¬ 
ment, involving additions to or deductions from formal contracts or 
accepted proposals, and all revocations of prior acceptances, must be 
taken up in chronological order, in all vouchers issued on account of 
such contracts or proposals. Items of this character affect the 
amount of the retained percentages and the payments to be made, 
and can not properly be omitted. Attention is particularly called 
to the requirements of this paragraph. 

15. Division under appropriatioks. —In vouchers issued under 
contracts or accepted proposals involving a charge against two or 
jB«irc appropriations, the contract or proposal must be taken up as 
a whole for each appropriation, and separate vouchers rendered under 


each head, deducting from the amount of the contract or proposal, 
in each voucher, the sum or sums properly chargaable U> the otbtr 
items of appropriations. In this manner the contract or proposal 
is divided under its respective heads, and the different vouchers can 
be identified one with the other, and settlement facilitated. 

16. Final settlements. —Vouchers in final settlement of contracts 
under bond must not be issued without prior authority from the 
Department. Such settlements may Involve the imposition of a 
penalty', the determination of which rests with the Secretary of the 
Treasurj*. Accepted proposals, whose terms may provide a penalty 
for delay in execution of work, should be similarly treated. The 
completion of work under such contracts or accepted proposals should 
be promptly reported to the Department, with a statement of account 
and a full explanation of the causes of delay, if any, reference being 
made in detail to any loss or damage sustained by the United States 
as a result of such deby. 

17. Superintendents of construction. —When issuing vonchers 
for presentation to a Disbursing Agent for payment, Superintendents 
must sec that they are filled out and complete in every particular, 
excepting only the check-legend at bottom of voucher, and the num¬ 
ber on the back. The Superintendent’s series of numbers wiU be 
made on the face of the voucher, in the upper right-hand comer, in 
continuous sequence, from the beginning of the work to its close. 
The memorandum, which should be prepared with equal care, can 
only be detached by the Disbursing Agent or at the Department. 

18. Disbursing agents. —These officers will number their vouchers 
on the back, in monthly series, beginning c-ach month with the first 
voucher paid (No. 1), and following this with the other vouchers in 
the order of payment. The blanks in the check-lcgend at the bottom 
of the voucher must be filled out by the Disbursing Agent, and his 
official signature written thereunder. He must make no disburse¬ 
ments of any kind until authorized to do so by the Department, and 
upon receiving such authority should be careful to observe that his 
payments are made in accordance therewith. Under no circum¬ 
stances should he make a payment in advance for work or services 
of any kind. (See also note on face of memorandum.) 

19. Architects—Tarsney Act. —Arcliitects in charge of construc¬ 
tion are required to prepare and certify vouchors, in payment for 
work done under their local supervision, in accordance with the 
regulations and rules of the Department as to form and execution. 
They will be governed, therefore, in the preparation of vouchers, by 
the foregoing directions. Their form of certification should be as 
follows, written or stamped on the face o# the voucher, and signed 
by them as architects: “Certified as to correctness and value of 
service performed, and approved for payment in the amount stated, 

viz., $_” The printed certificate on the voucher 

is (or the signature of the Superintendent of Construction, who acts 
as the representative of the Department. It is desirable that ap¬ 
plication should be made by architects (stating the conditions under 
which they accrue) for payments on account of commissions. 

20. Sample vouchers. —Vouchers, combined in sets, embracing 
the salient features of the foregoing directions as to fonn and execu¬ 
tion heretofore prepared as samples for distribution fo those charged 
with the duty of preparing, certiOing, and issuing vouchers, wll be 
furnished upon request where not already supplied. Those forms 
embrace the methods of accounting most frequently met with in the 
preparation of vouchers covering the various classes of expenditures 
under the control of the Supervising Architect, and a reference to 
them as a guide, when issuing vouchers, will save time and av'oid 
much unnoccssary correspondence. 

(The adoption of new forms of certificates and receipts, and a 
mcmonindura in lieu of the former duplicate vouchers, will not affect 
the method of stating accounts —as illustrated in the samples—on 
the new single voucher form.) 
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Note General Tnstmetions 
on back. 


REFERENCE MEMORANDUM. 

(Dotuchablp. Part of Vouebor Form No. 8600.) 


Voucher JVb. 


♦ (For Disbursing Officer’s use onl/.) 



READ THIS NOTE CAREFULLY. 

Duplicate vouchers are no longer required. This Memorandum, for reference purposes solely, is a substitute. Make a 
literal transcript above of the account shown on the voucher. 

Disbursing agents for public buildings, when forwarding their accounts, will fill out the three lines below, drach 
Memorandum and retain it for their files. 

In all cases where the voucher is forwarded to the Department ior payment the Memorandum must accompany it and 
must not be detached. When checks in payment of vouchers are received from the Department, accompanied with the Memo¬ 
randum, the three lines below should be filled in for future reference by Custodians and others interested. 


ADMINISTRATIVE AOTION. 

Account submitted for .-.. 

Differences, as follows:.. .-.-.. 


Amount allowed on voucher 




■Jc ;Ko. 3-l£j2d.D ., dated . 190l, 


Paid bjj ehe<Jc jK*- 


^ (Name of dis^Ajning officer.> 


... fo ^ 

., Disbursing ... 


drawn on. 
er of ^ayee namdd above, for $. 


W-S._ 


(Clerk or Agent.) 


(Place where located.) 
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Form 8(M)0. 


GENERAL INSTRUCTIONS. 


1. Form and use. —This form o( voucher will be used (or all ex¬ 
penditures on account of appropriations under the control of the 
Supervising Architect, except traveling expenses and personal serv¬ 
ices. Where an account is too large to be stated on one form, use 
additional lorma, fastening them together in tlie upper left-hand 
comer, and carrying the footings forward from the bottom of one 
form to the top of another. Fill out the certiheate and receipt on 
the last form only, and tear off the unused portions (certificate and 
receipts) of the preceding forms. This makes a continuous voucher 
from the caption to the signature. 

2. Caption. —Insert the name of the public creditor (person, firm, 
or corporation, legibly written) on the first line, and the complete 
address on the next line below. The paj'ee’s name must be in 
exactly the same form in the caption as in the signature to the 
receipt. 

8. Body op vodcheir. 

(а) In the first column give date of purchase or delivery of 
articles, or date of performance of service, or date upon which 
service has accrued for which payment is to be made. 

(б) Second column, state date of contract, thus: ‘Contract dated 
May 10, 1002date of acceptance of proposal, “Proposal accepted 
Sept. 20, 1902;’* or date of letter authorizing the expenditure, “De¬ 
partment letter of June 22, 1902.” (The date of acceptance of 
proposal here rcfeired^^to relates to proposals accepted only by the 
Department. An expenditure under a proposal not so accepted falls 
under “Department letter.”) If an emergenej* expenditure, unauthor¬ 
ized, by a CHistodion, insert “Section 13, Instructions to Custodians, 
1905;” Otherwise, leave blank. 

Third column, describe the articles received or the service 
performed, or give a brief sj'nopsis of work done, following the 
letter of authority, if any. State unit of price also, wherever 
practicable. 

(d) Fourth column, enter the amount as extendid, and total the 
column, placing the total in the scroll at the fom of the column. 

4- Appropriation. —Quote full title of appropriation from which 
payment is to be made on the line provided. Do not confuse titles 
-of special appropriations with descriptive titles of buildings. A 
building may be known as the “United States CXistom-House, Balti¬ 
more, Md.,” but its appropriation will read simply “Custom-House, 
Baltimore, Md.*’ This feature is not involved in the annual appro¬ 
priations. If uncertain as to the correct title of the appropriation, 
write for instructions. Letters of authority, however, usually state 
the titles, and where this is the case they should be followed. 

5. Title of ouildinq. —State the title of the building on the line 
designated for that purpose, following it with the name of 13ic city 
end Slate in which located. The attention of Custodians Is parti¬ 
cularly called to this requirement, as its absence, in conjunction with 
other informalities, frequmtly renders identification of vouchers dif- 
Actdt, and causes delay in settlements. 

6. Receipt. —l\Tien forwarded to the Department for payment, fill 

in the receipt on the appropriate line (also the scroll) with the 
amount called for by the voucher, and insert the disbursing officer's 
name- »ur® that the amount in the receipt accords with that 

given in the voucher. The signature to the receipt should be made 
by the person, firm (by a member of the firm), or corporation 
^through its proper officer) in whose favor the voucher is issued. 
Signatures of public creditors must correspond with the names as 
wriJ^ in the caption. When paid by a local Disbursing Agent, 

ff-.ided by the instructions contained in paragraphs 17 and 18. 


7. Certificate. —^Thc proper officer, charged with the duty of cer¬ 
tification, must sign on the first line, followed by his official title on 
the second line. V'ouchers received at the Department without certi¬ 
fication will be /etumed. The approval blank, for the signature of 
the Assistant Secretary, is for use only when the voucher is paid at 
the Department by a departmental disburaing officer, located at 
Washington, D. C. 

8. Briefinq. —The briefing on the back must be properly filled out 
before the voucher is transmitted to the Department. \STiether as a 
separate voucher forwarded for payment—in wliich case the numoer 
only is left blank—or as a voucher included in the abstract of a 
Disbursing Agent, this requirement must be adhered to. If the ap¬ 
propriation is unknown, as might be the case with an emergency 
expenditure, write for instructions. For annual appropriations con¬ 
sult “Instructions to Custodians.” (Sec also Paragraph 4.) 

9. Letters of transmittal. —Accompany all vouchers for un¬ 
authorized expenditures sent to the Department for pajTnent—charge¬ 
able to appropriations under the control of the Supeivising Archi¬ 
tect—with letters of transmittal. Such letters should describe briefly 
the work done or services rendered, t^d whether satisfactorily com¬ 
pleted or performed; if for articles or supplies, whether received in 
good condition; and a brief reference to the emergency which re¬ 
quired immediate expenditure should be stated. This requirement 
docs not affect Disbursing Agents whose monthly accounts are for¬ 
warded without letters. 

10. ITEMIRATION. 

(o) Unless issued under a contract or accepted proposal on file at 
the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be 
itemized—indicating the labor, material, and articles supplied, and 
the unit of price. 

(b) When issued under a proposal accepted by a Custodian or 
otlier officer, a copy of the proposal must accompany the voucher. 

11. Freight, telegrams, etc. 

(a) Freight and express charges will not be allowed unless sus¬ 
tained by the receipts of the transportation companies. 

(b) Charges for telegn*Rphic service must be accompanied with 
copies of the telegrams; or the names of places from and to which 
sent, and the number of words must be stated on the voucher. 

(c) Bills for freight over land-grant or bond-aided railroads must 
not be paid, but should be referred to the Department for adjustment. 

12. Reimbursements. —Vouchers of officers or employees, covering 
a reimbursement for minor expenditures incurred, must be accom¬ 
panied with receipted bills, and the authority clearly shown. If 
an emergency expenditure, state fully the necessity. 

13. Correction of errors. —Errors in computation or extension, 
in stating dates of contracts, proposals, and authorizations, and the 
omission of signatures from certificates and receipts, should be care¬ 
fully guarded against. When vouchers are returned for correction, 
and the amount in the receipt is changed as a result of such correc¬ 
tion, issue new vouchers. It is no longer permissible to alter 
vouchers and receipts after signature by the payee. New vouchers 
should be made out and signed. 

14. Additions and deductions. —A)1 acceptances by the Depart¬ 
ment, involving additions to or deductions from formal contracts or 
accepted proposals, and all revocations of prior acceptances, must be 
taken up in chronological order, in all vouchers issued on account of 
such contracts or proposals. Items ot |his character affect the 
amount of the retained percentages and the pa3rmcnts to be made, 
and can «ot properly be omitted. Attention is particularly called 
to the requirements of this paragraph. 

15. Division under appropriatio.ns.— In vouchers iSBued unrfet* 
contracts or accepted proposals involving a charge against two or 
more appropriations, the contract or proposal must bo taken up as 
a whole for each appropriation, and separate vouchers rendered under 


each head, deducting from the amount of the contract or proposal, 
in each voucher, the sum or sums properly chargeable to the other 
items of appropriations. In this manner the contract or proposal 
is divided under its respective beads, and the different vouchers can 
be identified one with tlic other, and settlement facilitated. 

1C. Final settlements. —V’ouchers in final settlement of contracts 
under bond must not be issued without prior authority fnyn the 
Department. Such settlements may involve the imposition, of a 
penalty, the determination of which rests with the Secretary of the 
Treasuiy’- Accepted proposals, whose terms may provide a penalty 
for delay in execution of work, should be similar^ ^ated. The 
completion of work under such contracts or accepted proposals should 
be promptly reijorted to the Department, with a statement of account 
and a full explanation of the causes of delay, if any, reference being 
made in detail to any loss or damage sustained by the United States 
as a result of such delay. 

17. Superintendents of construction. —When issuing voudbers 
for presentation to a Disbursing Agent for pa^-ment. Superintendents 
must see that they are filled out and complete in every particular, 
excepting only the check-legend at bottom of voucher, and the num¬ 
ber on the back. The Superintendent’s series of numbers will be 
made on the face of the voucher, in the upper right-hand comer, in 
continuous sequence, from the beginning of the work to its close. 
The memorandum, which should be prepared with equal care, can 
only be detached by the Disbursing Agent or at the Department. 

j 18. Disbursing agents. —Tlicsc officers will number their vouchers 

I on the back, in monthly series, beginning each month with the first 
voucher paid (No. 1), and following this with the other vouchers in 
the order of payment. The blanks in the chcck-legcnd at the bottom 
of the voucher must be filled out by the Disbursing Agent, and his 
official signklure written thereunder. He yiust make no disburse¬ 
ments of Rhy kind until authorized to do so \^y the Department, and 
upon receiving such authority should be careful to observe that his 
payments are made in accordance therewith. Under no circum¬ 
stances should he make a payment in advance for work or services 
of any kind. (See also note on face of memorandum.) 

19. Architects—Tarsnby Act. —Architects in charge of construc¬ 
tion arc required to prepare and certify vouchers, in payment for 

I work done under their local supervision, in accordance with the 
regulations and rules of the Department as to form and execution. 
They will be governed, therefore, in the preparation of vouchers, by 
the foregoing directions. Their form of certification should be as 
follows, written or stamped on the face of the voucher, and signed 
by them as architects: “Ckutified as to correctness and value of 
service performed, and approved for payment in the amount stated, 

viz., $ -” The printed certificate on the voucher 

is for the signature of the Superintendent of Construction, who acta 
as the representative of the Department. U is desirable that ap¬ 
plication should be made by architects (stating the conditions under 
w’hich they accrue) for payments on account of commissions. 

20, Sample vouchers. —Vouchers, combined in sets, embrRcing 

the salient features of the foregoing directions as to form ani lacecu- 
tion heretofore prepared aa samples for distribution to » 

with fhe duty of preparing, certifying, and issuing vouchers, wil be 
furnished upon request where not already supplied. These forma 
embrace the methods of accounting most frequently met with in the 
preparation of vouchers covering the VTirious classes of cxpenditurti 
under the control of the Supervising Architect, and a reference to 
them as a guide, when issuing vouchers, will save time and avoid 
much unnecessary correspondence. 

(The adoption of new forms of certificates and receipts, and a 
memorandum in lieu of the former duplicate vouchers, will not affect 

the method of staiinff accounts —as illustrated in the samples_on 

the new single voucher form.) 
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Note General Instructions 
on back. 


REFERENCE MEMORANDUM. 

(DoUcbiible. Part of Voucher Form No. 8600.) 


Voucher 


(For DiBbonlDg Officer's uso onlj.) 


United States. . ^ 

■y^ .. . 


.. (Name of payee.) 

Address: IS I J 

(Street ou/aumbcr.) (cVty or town.) 



AUTHORITY. | 

Zf 'Zf / fh o/h 


CHARACTER OF ARTICLES OR SERVICES. 


^^V'VLC/Zx, 





(SUte.) 


AMOUNT. 


Dollar*. 


CetdlM. 


i, y<y <3 \S O, O- 


CJtrch in. patfineni of ; 
vonchpv (of which Ihis 
Meoiorttrtdum /.y pai't.) 
ka.s hf'Pii spTit dhert fo 
Cvbalodlan, njifh‘j i.mrp7rt^ | 
sUbuiooefi. Rctuiti Mcnf 
orandum for reference j 
purposes. 


\K 


\ 






S>' 




APPROPRIATION; 

BUILDING: U. S..L. 


Total Amouxt as shown on Voucher, 



READ THIS NOTE CAREFULLY. 


literauS&l^r'oAholcciZrsh^ substitute. Make a 

Memo2^<l^Ktei^itfort£mif forwarding their accounts, will fill out the three lines below, detach the 

must iot biSsSL^'^When Sks in pSn^t^of TOucLS“ar0‘Sv^’’f?Z”the DwaSen?°^“ f 
randmn, the throe lines below should bo fiUed in for future reference by Cus^ians an^SSZte^ted.^^“®^ 


administrative: aotion. 




Account submitted for . 
Differences, as follows :. 




Amount allowed on voucher 




Paid, by check iN'o _ 

hy - 


(N&bio of dieburtlog officer.) 


-, dated ..^ if)Q ^ drawn on . 

...^ order of Payee named above, for 

., Disbursing 


(Clerk or Agent.”)’ 


(Place whore locat^.) 











































































Form 8(JOO. 


GENERAL INSTRUCTIONS. 


1. Form and ube. —This form of voucher will be used for all ex- 
pcnditurcB on account of appropriations under the control of the 
Supervising Architect, except traveling expenses and personal serv¬ 
ices. Where an account is too large to be stated on one fonn, use 
additional forms, fastening them together in the upper left-hand 
corner, and carrying the footings forward from the bottom of one 
form to the top of another. Fill out tlic certificate and receipt on 
the last form only, and tear off the unused portions (certificate and 
receipts) of the preceding forms. This makes a continuous voucher 
from the caption to the signature. 

2. Caption. —Insert the name of'the public creditor (person, Ann, 
or corporation, legibly written) on the first line, and the complete 
address on the next line below. The payee’s name must be in 
exactly the same form in the caption as in the signature to the 
receipt. 

3. Body op voucher. 

(a) In the flrst column give date of purohase or delivery of 
articles, or date of performance of service, or date upon which 
service has accrued for which payment is to be made. 

(b) Second column, slate date of contract, ^lus: *CoDtract dated 
May 10, 1002 date of acceptance of projieiaal, “Proposal accepted 
Sept. 20? 1902;** or date of letter autliorizing the expenditure, “De¬ 
portment letter of June 22, 1002.’* (The date of acceptance of 
proposal here referred to relates to plropolmls accepted only by the 
Department. An expenditure ui^der a proposal not so accepted falls 
under “Department letter.’*) If an emergency expenditure, unauthor¬ 
ized, by a Custodian, insert “Section 13, Instructions lo Custodians, 
1905;*’ otherwise, leave blank. 

(c) Third column, describe the articles received or the service 
performed, or give a brief synopsis of work done, following the 
letter of authority, if any. State unit of price also, wherever 
practicable. 

(d) Fourth column, s^j^Lcr the amount as extended, and total the 
column, placing the total 1^ the scroll at the foot of the column. 

4. Appropriation. —Quo^ full title of appropriation from which 
payment is to be made on the line provided. Do not confuse titles 
of special appropriations with descriptive titles of buildings. A 
building may be known as the “United States Custom-House, Balti¬ 
more, Md.,’’ but its appropriation will read simply “Custom-House, 
Baltinaore, Md.*’ This feature is not involved in the annual appro- 
priationa. If uncertain as to the correct title of the appropriation, 
write for instructions. Letters of authority, however, usually state 
the titles, and where this is the case they should be followed. 

6. Title of bcildi.vo. —State the title of the building on the line 
duugnated for that purpose, following it with the name of the city 
and State in which located. The attention of Custodians is parti¬ 
cularly callctl to this requirement, as its absence, in conjunction with 
other informalities, frequently renders identification of vouchers dif¬ 
ficult, and causes delay in settlements. 

fi. Receipt. —When forwarded to the Department for payment, fill 
In the receipt on the appropriate line (also the scroll) with the 
amount called for by the voucher, and insert the disbursing officer’s 
name. Be sure that the amount In the receipt accords W’ith that 
given in the voucher. The signature to the receipt should be made 
by the person, firm (by a member of the firm), or corporation 
(through its proper officer) in whose favor the voucher is issued.. 
Signatures of public creditors must oorrcsrxjnd witli the names as 
written in tlie caption. When paid by a local Disbursing Agent, 
be guided by the instructions contained in paragraphs 17 and 18. 


7. Cbrtipioatb.— T he proper officer, charged with tlu» duty of cer¬ 
tification, must sign on the flrst lino, followed by hit official title on 
the second line. Vouchers received at the Department witliout certi¬ 
fication will bo returnc<l. Tho appruval blank, for the signatvrf^ of 
the Aosistant Secretary, is for use only when the voucher is paid at 
the Department by a departmental disbursing offloer, located at 
Washington, D. O. 

8. Briepikq. — T he briefing on the back must bo properly filled out 
before the voucher is transmitted to the Department. Whether as a 
separate voucher forwarded for pa^Tnent — in which ease the number 
only is left blank—or as a voucher included in the abstract of a 
Disbursing Agent, this requirement must bo adhered to. If the ap¬ 
propriation is unknown, as might be the case with an emergency 
expenditure, write for instructions. For annual appropriutions con¬ 
sult “Instructions to Custodians.’* (Sec also Paragraph 4.) 

0. Letters op transmittal. — Accompany all vouchers for un¬ 
authorized expenditures sent to the Department for paj-ment—charge¬ 
able to appropriations under the control of the Supervising Archi¬ 
tect — w'ith letters of transmittal. Such letters should describe briefly 
the work done or services rendered, and whether satisfactorily com¬ 
pleted or performed; if for articles or supplies, whether received in 
good condition; and a brief reference to the emergency which re¬ 
quired immediate expenditure should be stated. This requirement 
does not afl'ect Disbursing Agents whose monthly accounts are for¬ 
warded without letters. 

10. Itemization. 

(a) Unless issued under a contract or accepted proposal on flic at 

the Department, or under a proposal accepted by a Uustodian or 
other officer by authority from the Department, vouchers must be 
itemized — indicating the labor, material, and articles supplied, and 
the unit of price. ^ V, 

(b) WliQD issued under a proposal acceptc||j|Plg|jp|iitodian or 
other officer, a copy of the proposal must acedSipIny the v<Hichor. 

11. Freight, telegrams, etc. 

(a) Freight and express charges will not be allowed unless sus¬ 
tained by the receipts of the transportation companies. 

(b) Charges for telegraphic service must be accompanied with 
copies of the telegrams; or the names of places from and to which 
sent, and the number of words must be stated on the voucher. 

(c) Bills for freight over land-grant or bond-aided railroads must 
not be paid, but should be referred to the Department for adjustment. 

12. Reimdursements. —Vouchers of officers or employees, covering 
a reimbursement for minor expenditures incurred, must be accom¬ 
panied with receipted bills, and the authority clearly shown. If 
an emergency expenditure, state fully the necessity. 

13. Correction op errors. — Errors in computation or extension, 
in stating dates of contracts, proposals, and authorizations, and tho 
omission of signatures from certificates and receipts, should be care¬ 
fully guarded against. When vouchers arc returned for correction, 
and the amount in the receipt is changed as a result of such correc¬ 
tion, issue new vouchers. It is no longer permissible to alter 
vouchers and receipts after signature by the payee. New vouchers 
should be made out and signed. 

14. Additions and deductions. —All acceptances by the Depart¬ 
ment, involving additions to or deductions from formal contracts or 
accepted proposals, and all rcY'ocations of prior acceptances, must be 
taken up in chronological order, in all vouchers issued on account of 
such contracts or proposals. Items of ^his character affect the 
amount of the retained percentages and the paymcntu to be made, 
and can not properly be omitted. Attention is particularly called 
to the requirements of this paragraph. 

15. DmsioN UNDER APPROPRIATIONS. —In vouchcrs issued under 
contracts or accepted proposals involving a charge against two or 
more appropriations, the contract or proposal must be taken up as 
a whole for each appropriation, and separate vouchers rendered under 


leach head, deducting from the amount of tho contract or proposal, 
I in each voucher, tlic sum or sums profierly chargeable to the other 
items of appropriations. In this manner the contract or proposal 
Is divided under its respective heads, and tlie different vouchcni can 
be identified one with the other, and settlement facilitated. 

16. Final settlements. —Vouchers in final settlement of contracts 
under bond must not be issued without prior authority from the 
I Department. Such settlements may Involve tlic imposition of a 
penalty, the determination of which rests with the Secretary of the 
TreasBiy. Accepted proposals, whose terms may provide a penalty 
for delay in execution of work, should be similarly treated. The 
completion of work under such contracts or accepted proposals sliould 
be promptly reported to the Department, with a statement of account 
and a full explanation of the causes of delay, if any, reference being 
‘made in detail to any loss or damage sustained by the United States 
as a result of such delay. 

17. Superintendents of construction. —When issuing vouchors 
for presentation to a Disbursing Agent for payment. Superintendents 
I must see that they are filled out and complete in every particular, 
excepting only the check-lcgcnd at bottom of voucher, and the num¬ 
ber on the back. The Superintendent’s series of numbers W'ill be 
made on the face of the voucher, in the upper right-hand corner, in 
continuous sequence, from the beginning of the work to its close. 
The memorandum, which should be prepared with equal care, can 
only be detached by the Disbursing Agent or at the Department. 

18. Disbursing agents. —These officers will number their vouchers 
on the back, in monthly scries, beginning each month with the flrst 
voucher paid (No. 1), and following this with tho other vouchers in 
the order of payment. The blanks in the check-legend at the bottom 
of the voucher must be filled out by the Disbursing Agent, and his 
official signature written thereunder. lie must make no disburse¬ 
ments of any kind until authorized to do so by the Deportment, and 
ui)on receiving such authority should be careful to obsen'c that bis 
payments arc made in accordance therewith. Under no circum¬ 
stances should he make a payment in advance for work or services 
of any kind. (See also note on face of nicinorandura.) 

19. Architects—^Taasney Act. —Architects in charge of construc¬ 
tion are required to prepare and certify vouchers, in pa>inent for 
work done under their local superviaion, in accordance with the 
(regulations and rules of the Department as to form and execution. 
They will be governed, therefore, in the preparation of vouchers, by 
the foregoing directions. Their form of certification should be as 
follows, written or stamped on tho face of the voucher, and signed 
by them os architects: “Certified as to correctness and value of 
serY'icc performed, and approved for payment in the amount stated, 

viz., $---The printed certificate on the v-oucher 

is for the signature of the Superintendent of Construction, who acts 
as the reprosentative of the Department. It is desirable that ap¬ 
plication should be made by architects (stating the conditions under 
which tlicy accrue) for pajnncnts on account of commissions. 

20. Sample vouchers. —Vouchers, combined in acts, embracing 
the salient features of the fort^ing directions as to form and cxocu- 
jtion heretofore prepared as samples for distribution to those charged 
^ith the duty of preparing, certifying, and issuing vouchers, will be 
|fumialicd upon request where not already supplied. These forms 
embrace tho methods of accounting most frequently met wiUi in the 
preparation of vouchers covering the various classes of cxi>cnditures 
•under the control of the Supervising Architect, and a reference to 
them as a guide, when issuing vouchers, will save time and avoid 
much unnecessary correspondence. 

(The adoption of new forma of certificates and receipts, and a 
jmemorandura in lieu of the former duplicate vouchers, will not affect 
the method of atatinff accounts —as* illustrated in the samples—on 
the new single voucher form.) 
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REFERENCE MEMORANDUM. 

Part of Vouthe^r Koriu No. SfiOO.) 


$lxc Hixitjcd <§tatciv/ 

To .. '.OA/l/XJly^- 

Jlddress: 




(Street iitid number.) 


Cu^2a..dL4L 

(Nanio of i»ftyejxJ 

. de.^uj. 



(city or town.) 


Voucher J^o, 

(For Difburfln^ Offlrer*! nM only.) 

Dr. 


(SttttA.) 


Datk of Drlivkuy 
OK yEKVICK. 


AUTHORITY. 


CHARACTER OF ARTICLES OR SERVICES. 


AMOUNT. 



... i I 


Dollara . 







CentB , 


O £lIaajU oJyU/(rv4\ /v Co /VVXyj'^^Lr^- 

r - ^ 

y J ) 




'A^LJLy 


: JJ. n >i <3 
. S, a ^y 

^/- y G \ o a 

Jjf 

c7 V? ,T| Z ^ 


VtrlCCH •H'l- K*. 4. Oj^ 



APPROPRIATION: “ ____ 

BUILDING: U. S ..22ZiW: 


xtou-cUez wy^yyc-tx 
’ ^Itcmcvtcwbum-tiViLj. po^tj 
; fiao P»ccn aeviX \)vrcK>t ■to 
“ pti 6 »-flc crebi-toT 
■ feui.vlvKj orbet- 

lUer 8e<>t>cXa^. 

Total Amotot as shown on Vopcher, 

_ 

LOO A HON:.. ^o fo. 


3 \ 3 C zo 



READ THIS NOTE CAREFULLY. 

,. Implicate vouchers are no long^ required. ThSst Memorandum, for reference purposes solely, is a substitute. Make a 
literal transcript above of the account shown on the voucher. w=ui.ui«. i«»Ke a 

Disbursing aKCnte for public buildings, when forwarding their accounts, will fill out the three lines below, detach the 
Memoramlum and retain it for their files. ucu».i.u luo 

In {tilths where the voucher is forwarded to the Department tor payment the Memorandum must accompany it and 
must not ^3 detached. When checks m payment of vouchers are received from the Department, accompanied with^Memo- 
randum, the three lines below should be filled in for future reference by Custodians and others interested J»iemo- 


ADMINISTRATIVE ACTION. 


Account submitted for 
Difference^, as follows: _ 


Amount allowed UNt, voucher 



Paid by check Jio ____ dated ...., 100 , drawn on . 

—.—....,, io order erf Paytie named q,bove, for $. 

by 1 .. , . . .. Disbursif 


(MftBiu of di«bun4^|: oOiptr.) 


rsi^^ 


(Clerk or AgenL) ^ 


(Plftco where U > ca . tod ,) 2^20M’ 










































































Form 8(M)0. 


GENERAL INSTRUCTIONS. 


1. Form and lpe. —This form of voucher will be used for all ex¬ 
penditures on account of appropriations under the control of the 
Superviging Architect, except traveling ejq)en8es and personal serv¬ 
ices. "VVhere an account is too large to be stated on one form, use 
additional forma, fastening them together in the upper left-hand 
comer, and carrj^t^ the footings forward from the bottom of one 
form to the top of another. Fill out the certificate and receipt on 
the last form only, and tear off the imuscd portions (certificate and 
receipts) of the preceding forms. This makes a continuous voucher 
from the caption to the signature. 

2. Caption. —Insert the name of the public creditor (person, firm, 
or corporation, legibly written) on the first line, and the c«omplete 
address on the next line below. The payee's name must be in 
exactly the same form in the caption as in the signature to the 
receipt. 

S. Body of voucher. 

(o) In the first column give date of purchase or delivery of 
articles, or date of performance of sen'ice, or date upon which 
service has accrued for which payment is to be made. 

(6) Second column, state date of contract, tlius: ‘Contract dated 
May 10, 1902;” date of acceptance of proposal, “Proposal accepted 
Sept. 26, 1902;” or date of letter authorizing the expenditure, “De¬ 
partment letter of June 22, 1902.” (The date of acceptance of 
proposal here referred to relates to proposals accepted only by the 
Department. An expenditure under a proposal not so accepted falls 
under “Department letter.”) If an emergency expenditure, unauthor¬ 
ized, Iby a Custodian, insert “Section 13, Instructions to Custodians, 
1005;” otherwise, leave blank. 

(c) Third column, describe the articles received or the sendee 
performed, or give a brief synopsis of work done, following the 
letter of authority, if any. State unit of price also, wherever 
practicable. 

(d) Fourth column, enter tlie amount as extended, and total the 
column, placing the total in the scroll at the foot of the column. 

4. Afpropriatiok. —Quote full title of appropriation from which 
payment is to be made on the line provided. Do not confuse titles 
of spocial appropriations with descriptive titles of buildings. A 
building may be known os the “United States Custom-House, Balti¬ 
more, Md.,” but its appropriation vsill read simply “(Custom-House, 
Baltimore, Md.” This feature is not involved in the annual appro¬ 
priations. If uncertain as to the correct title of the appropriation, 
write for instructions. Letters of authority, however, usually state 
the titles, and where this is the case they should be followed. 

5. Title op building. —State the title of the building on the line 
designated for that purpose, following it with the name of the city 
and State in which located. The attention of Custodians Is parti¬ 
cularly called to this requirement, as its absence, in conjunction with 
other informalities, frequently renders identification of vouchers dif¬ 
ficult, and causes delay in scttlrmcnta. 

6. Receipt. —ttTicn forwarded to the Department for payment, fill 
in the receipt on the appropriate line (also the scroll) with the 
amount called for by the voucher, insert the disbursing officer's 
name. Be sure that the amount in the receipt accords with that 
given in the voucher. The signature to the receipt should be made 
by the person, firm (by a member of the finn), or corporation 
(through its proper officer) in whose favor the voucher is issued. 
Signatures of public creditors must correspond with the naaqp as 
written in the caption. When paid by a local Disbursing Agent, 
be guided by the instructions contained in paragraphs 17 and 18. 


7. Certipicatb. —^The proper officer, charged with the duty of cer¬ 

tification, must sig;n on the first line, followed by his official title on 
the second line. Vouchers received at the Department without certi¬ 
fication will be returned. The approval blank, for the signature of 
the Assistant Secretary, is for use only when the voucher is paid at 
the Department by a departmental disbursing officer, located at 
Washington, D. C. * 

8 . Briefing. —The briefing on the back must be properly filled out 
before the voucher is transmitted to the Department. 'Whether as a 
separate voucher forwarded for pa>'ment—in which case the number 
only is left blank— ot as a voucher included in the abstract of a 
Disbursing Agent, this requirement must be adhered to. If the ap¬ 
propriation is unknown, as might be the case with an emergency 
expenditure, write for instructions. For annual appropriations con¬ 
sult “Instructions to Oistodians.” (See also Paragraph 4.) 

9. Letters op transmittal. —Accompany all vouchers for un¬ 
authorized expenditures sent to the Department for payment—charge¬ 
able to appropriations under the control of the Supervising Archi¬ 
tect—with letters of transmittal. Such letters should describe briefly 
the work done or services rendered, and whether satisfactorily com¬ 
pleted or performed; if for articles or supplies, whether received in 
good condition; and a brief reference to the emergency which re¬ 
quired immediate expenditure should be stated. This requirement 
does not affect Disbursing Agents whose monthly accounts are for¬ 
warded without letters. 

10. Itemization. 

(a) Unless issued under a contract or accepted proposal on file at 
the Department, or under a proix>sa] accepted by a Custodian or 
other officer by authority from the Department, vouchers must be 
itemized—indicating the labor, material, and articles supplied, and 
the unit of price. 

(b) When issued under a proposal accepted by a C^ittodian or 
otlier officer, a copy of the proposal must accompany the voucher. 

11. Freight, telegrams, etc. 

(а) Freight and express charges will not be allowed unless sus¬ 
tained by the receipts of the transportation companies. 

(б) Charges for telegraphic service must be accompanied with 
copies of the telegrams; or the names of places from and to which 
sent, and the number of words must be stated on the voucher. 

(c) Bills for freight over l^nd-grant or bond-aided railroads must 
not be paid, but should be referred to the Department for adjustment. 

12. Reimbursements. —Vouchers of officers or employees, covering 
a reimbursement for minor expenditures incurred, must be accom¬ 
panied with receipted bills, and the authority clearly shown. If 
an emergency expenditure, state fully the necessity. 

13. Correction op errors. —Errors in computation or extension, 
in stating dates of contracts, proposals, and authorizations, and the 
omission of signatures from certificates and receipts, should bo care¬ 
fully guarded against. WTien voudiers arc returned for correction, 
and the amount in the receipt is changed as a result of such correc¬ 
tion, issue new vouchers. It is no longer permissible to alter 
vouchors and receipts after signature by the payee. Now vouchers 
should be made out and signed. 

14. Additions and deductio.ns.— All acceptances by the Depart¬ 
ment, involving additions to or deductions from formal contracts or 
accepted proposals, and all revocations of prior acceptances, must be 
taken up in chronological order, in all vouchers issued on account of 
such contracts or proposals. Items of this character affect the 
amount of the retained percentages and the payments to be made, 
and can not properly be omitted. Attention is particularly called 
to the requirements of this paragraph. 

15. Division under appropriations.— In vouchera issued under 
contracts or accepted proposals involving a charge against two or 
more appropriations, the contract or proposal must be taken up as 
a whole for eaoh appropriation, and separate vouchera rendered under 


each head* deducting from the amount of the contract or pro|»oaal, 
in each voucher, the sum or sums properly chargeable to the other 
items of appropriations. In this manner the contract or pftirw.fal 
is divided under its respective heads, and the different vouchers can 
be identified one with the other, and settlement facilitated. 

16. Final settlements. —Vouchers in final settlement of contracts 
under bond must not be issued without prior authority from the 
Department. Such settlements may Involve the imposition of a 
penalty, the determination of which rests with the Secretary of t|ie 
Treasury. Accepted proposals, whose terms may provide a penalty 
for delay in execution of work, should be similarly treated. The 
completion of work under such contracts or accepted proposals should 
I be promptly reported to the Department, with a statement of account 
I and a full explanation of the causes of delay, if any, reference being 
made in detail to uny loss or damage sustained by the United States 
as a result of such delay. 

I 17. Superintendents or construction. —When issuing vouchers 
for presentation to a Disbursing Agent fpr payment, Superintendents 
I must SCO that they are filled out and complete in every particular, 

1 excepting only the check-lcgcnd at bottom of voucher, and the num¬ 
ber on the back. The Superintendent’s scries of numbers wiU be 
made on the face of the voucher, in the upper right-hand comer, in 
continuous sequence, from the beginning of the work to its close. 
The memorandum, which should be prepared with equal care, can 
only be detached by the Disbursing Agent or at the Department. 

18. Disbursing agents. —These officers will number their vouchers 
on the back, in monthly series, beginning each month with the first 
voucher paid (No. 1), and following this with the other vouchers in 
the order of payment. The blanks in the chcck-lcgend at the bottom 
of the voucher must be filled out by the Disbursing Agent, and his 
official signature written thereunder. He must make no disburse^ 
ments of any kind until authorized to do so by the Department, and 
upon receiving such authority should be careful to observe that his 
payments are made in accordance therewith. Under no circum¬ 
stances should he make a pajment in advance for work or services 

; of any kind. (See also note on face of memorandum.) 

19. Architects—Tabsnby Act. —Architects in charge of construc¬ 
tion are required to prepare and certify vouchers, in payment for 
work done under their local supervision, in accordance with the 
regulations and rules of the Department as to form and executian. 
They will be governed, therefore, in the preparation of vouchers, by 
the foregoing directions. Their form of certification should be os 
follows, written or stamped on the face of the voucher, and signed 
by them as architects: “Certified as to correctness and value of 
8en,’ioe performed, and approved for payment in the amount stated, 

riz., $---.” The printed certificate on the voucher 

is for the signature of the Superintendent of Construction, wlio acts 
06 the representative of the Department. It is desirable that ap¬ 
plication should be made by architects (stating the conditions under 
which they accrue) for pajments on account of commissions. 

20. Sample vouchers. —Vouchers, combined In sets, embracing 
the salient features of the foregoing directions os to form and execu¬ 
tion heretofore prepared as samples for distribution to those charged 
with the duty of preparing, certif^’ing, and issuing vouchers, will be 
furnished upon request where not already supplied. These forms 
embrace the methods of accounting most frequently met with In the 
preparation of vouchers covering the various classes of expenditures 
under the control of the Supervising Architect, and a reference to 
them as a guide, when issuing vouchers, will save time and avoid 

I much unneccssan' correspondence. 

(The adoption of new forms of certificates and receipts, and a 
memorandum in lieu of the fonner duplicate vouchers, will not affect 
! the method of ttating areount9 —as illustrated in the samplw—on 
the new single vouclier form.) 
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TIlKAHritY IJKJ'AUTMKNT, 
OrriCH or Hi'PinsuiMo AHniiiKcrr. 
Form No. K004I. 

Fonti 
Iho 


VOUClIKU t'Oll IM Iti’IIAHLli, AND BKUV|(.‘i;« THAN I'KUNiNAL. 

( 


np|irov<wI by Ibu <.)oiii|itroU<*rr of | / ' /) t m C / i 

TrfiMuryKi.pbMnUr 12,1!M>7. / / 1 vJ J ) 

Appropriation: jLIr UL/X/l/i.. / ^ ^f 


Appropriation 

THE UNITED STATES, 


Addiikhh: 



-OAAjiuy^... 


(Main full iiiy of niipi-oprUliun.) 

61 . 


eAy!uU:C/y^.. 


(Nano* iiyo«.) 

.kgjCL 


(Ktrnnt alul liiiiniw'r,) 


ama/iaaj 

(Oily or t.iMfO.) 



CJeiioriil liittlnirllon* 
«>ll liMf’U of 
MoitHirtiiMluin. 


(Htntr.) 


Dat« op Dii.TVBnr 

OR Hrrvk R. 


190* 





&^rOy' y'v^^-COiAyu 


<^<Axy7> 


/O ij Aj^Ajuu 'yur^ 

AaAa^^ ^ i3 

CficcA I'M' 

StCc-mo^^ci^i-bw-oi* id Cl paz/t^ 
dcvi-t ^]/vs>ct io 
p-w^^c crei^itor 

t(W §cot.ei<»«^ 


Totai 



Building: U. S.—--__ 

READ THIS NOTE CAREFULLY. 




Location: ..j^ J.edyujhcrv^ 



JPuiilicaU Rott/’A^t are no longer reipiired, Thii Monioraiidum. for reforeuco pun>o«OA rolcly, is a iiibnlUnD^. Muko a literal tmnscript above of ihc account shown on tin- 
^°***^*Dbiburting Agents fur Dubllc HulMIngs, when forwarding their accounts, will fill out the lb roe linos below (check legend), detach the Moiiiorauiluin and retain It for 

their a^hero the Voucher Is forwarded to the I>ei»artineiit for paifmenl the Moiiiomndum must occoiniwuiy it and must not be delochcfl. When checks In pny’Tncnt 

of Tourher* ure received from the Department, occurnpaoied with the Mcmoran«lain, the thru© lines IksIow (check legend) should bo fllleci in for future reference by ('usUviiariH 
and others inlorosted. _ _ 


ADMINIH'TRATIVEC ACTION. 


Account suhnvitted for.. 
Differences as follows:. 


Amount allowed on voucher ...-.- . 

Paul hy check J^o 

by 


(Nome of lUsljiirsiiig officer.) 


, dated ..... 100 , drawn on . . 

... to order of Payee named above, for $ _ 

Disbursing 


(Clerk or agent.) 


(IMnct* whore locateil.) 


2~Sm4 



























































































Voucher IM'o. 


GENERAL INSTRUCTIONS. 


(Irrafiiiry ISrpartimnit, 

OFFICE OF SUPERVISING ARCHITECT. 


appropriation : 

full tjtIfluJ apiiniprialiou, uaitig both 

. A_y 

Amount, $ -zz 

IN KAVOK OF 



{^iiK 0 f tmy 0 tf, artag both Hue* If di-< 4v»iiary.) 


<l\. ^/\,^iCUA/itgL/^ 


For Purchases, and Services other than Personal. 

_ __ t: 

[To fllldcl In bj Dloliurolng Offlcnr.J ^*1 

AOOOUNTS OF* 


(Name of diabarting officer.) 

Disbursing 


(Clerk oVigouV.J* 




(Fbu'e when* located.) 


(i’eriod for wbfeb account J« rendered.) 


, 100 


Yi;;;^Y Ui:PAHlMtNT,| 

NOV e-*' 

f Q-jii ■ _ 

■ u¥im 


a 


1. Form utifl uao.—Tide form of vniirlier will 1»« tjnml for alt expendl' 
tur« except traveling expcnitoa nnd {lemouttl luirvlcea. H'bere im acexmot 
la t»»o large to be abited on one form, nee additional fortua, foetonlng them 
together in the upper left-hand corner. Fill oq| the certiflratoa on the laat 
form only. 

2. Title <»r building.—Rtab* the title of the building on the line deaig* 
Dated for that purpose, following It vrilb the name of the city and Htate In 
which located. The atUruMon of C'uatorJIana la particularly called to thia 
rerjul reman t. 

3. Ccrtlllcfitna.—Vouchers rocoiveil at the Itefiartmont withont cortlfl- 
cation will bw rntiimed. The approval blank, f«>r the algnaturo of the 
AMiatant Boendary, la for nae only by the reviewing anthorlty at the 
Do{inrtun;ut when ihe voucher la leiid at Waablngtoti, D. C. 

i. llrlnflng.—The up|H>r biieflng on the back (both voucher and memo* 
random) umnt be pr»»perly ailml out before the voucher la trunamittml to 
the Dofiarlrnent. Whether ua a aepurate voucher forwnnltMl fi»r payment 
(In which case Ihe iiuuilier only la left blank) or as a voucher included In 
the abstract of a blaburaing Agent, thia roijulroment must bo oilhered to. 
If the appropriation la unknown, leave the lino blank. F«ir annual appro* 
priatioiia conauit “ Inatrociioua to Cuatodiana." 

6. l..ottora of trniiHiiilttal.—Accomj^auy all vouchers for tirmiiilior* 
bed exjiondlturoB with letu-ra of tranamlttal. Jioacrll>e briefly the work 
done or aervlroa rondorod, and whether aatlefoctorily completed or |>er- 
formed; If for artlchw or aiipplloa, whether received in good condition; and 
a hrlcf reference to the emergency which rerjulrod inimodlate exiumdlture 
should bo ktated. 

fl. Itvmlzulluu.—ITnlraa iaauod under a contract or accepted proftosal 
on flio at the Doimrtnient, or under a proposal accepte.! by a CuaUKlIun or 
other ofllcer by authority from tho bepartment, vouchera must \m itemized, 
iiidloating tho laloir, mnlerial, and nrticleM Niipplied, and tho nult of price. 

7. TolcKrniua.--C'luirgc8 for telegraphic service iniiat bo accomparilrd 
w'itb copies of the telograina. 

M. UoliiibiiraoiiHmiH.—Voiicbera covering a reimburaemiuit for minor 
oxpendituma inciirrud must be a^urompunled with receipted bills. Ofllcera 
and employees are not entitlod to relmburaement for any exfwudituroa 
mndo from tbelr prlvalo funds (other lliun for purely jierac/mU traveling 
exfuiiiMM), except under atrees of urgent or unforoooen public iioceaalty. 
Doforo using tbelr own funds, they should oscortaln whetlior It Is feasible 
to forward voucliors to the Dejuirlmont for payment. The measure of 
Ibo feasibility of so making payment should not U titnir own convenience 
or desire. W here tbo stroes of public necosslty requires olllcers and em¬ 
ployees to use tbelr own funds, tbo facts should bo S 4 d out In the vouchers. 

0. Corroctliiii of orrore.-Errors In compuuilou or extension, In 
stating dales of contracts, proposals, and authorizations and tho omission of 
signatures from remihatwi should bo carefully guonlod against. 

10. Acldltlmia and dodiictlona.—All ncceptanceg by the I>e}Mrt» 
nient Involving additions to or deiiuctlona from foriiial contracts or accepted 
proposals, and all revocuUous of prior acceptances, must be Ukeu up lii 
chronological order In all vouchors iMUed on account of such conlrarU or 
proposals Items of this character nflrct tho amount of the retained per- 
conUgos and the [wymoiiU to be umde, and can not proi»erIy l>e omitted. 

11. Divlalon undor uppropilatione.—In voucliora Issued under 
conlrurts or ttccopte«l proposals Involving a charge against two or more ap¬ 
propriations. tbo conlruct oi proposal must Ihj taken up os a whole for each 
spproprinllon, and scfiarttle vouchors rendered under each bead, deducting 
from tbo amount of tho contn ir propoail In each vouchor tho sum or 
sums propeily chargeable to tho other Items of appropriations. In this 
manner the C4)nlmct or proi>owil Is divided under Its rosiMx tivo beads. 


I 12. Final a4*ttlr*ro«nta.—Vouchers In flual eettlrment of ooniracU 
, under bond must not bn lasued without prior authority from the bepart 
nient. 8uch mdtlcmentt may Involve thn Imposition of a penalty, the 
J deteruiluatlori of whlrb resla with the (h'cretary of the Treasury. Accepted 
proposals, whose terms may provide a jH*naliy for d«day In execution of 
work, shouhl be similarly treated. The t%»cupl«(lon of work under socb 
contracts or accepted profiosuls should be promptly rotK>rted to the X>epart> 
inoiit, with a statement of account aod a full nxplauatkin of the cauess of 
I delay, If any, reference being mails In detail to any lews or damage suslaJoed 

I by the I’nited Btatew aa a rerult of such delay. 

I 13. Hup<*rliit«ntleiita of conatructloii.—'W'I jcq Iseuing vuocbers 
j for presentation to a blsburslng Agent for fisyroent, sapariuUmdente must 

\ see that they are AIImI out and complete In every particular, cxiTpUng only 

I the cbeck'legeud at iKiitoiu of voucher, the number, and the lower part 
of tho brief on the back. Tbo memorandum, which should be prepared 
I with equal care, can only be detacbod by tho blsburslng Agent or at the 
' bepnrtfiicnt. 

11. Dlsburalni' agents.—Tbesoomceni will number their vouchers on 
tbo back, In monthly series, beginning each month with the first voucher 
paid (No. 1), and following this In the urrler of (Mjrmcmt. Tbo blanks In 
, tbo chei*k*lcgcnd at the txitU^m of the voucher must bo flllod out by the 

7 bisburslug Agent, lln must make no dUbursemeuts of any kind unlil 

authorized to do So by the fh^partmont, and ufion receiving siicb authority 
should Imj careful to obeerve that his i>aym< nts are made iu accordance 
. thorowllh. ('ndor no drcumsUtiCfw should he make a iNiyoocnt in advance 
for work or sorvicea of any kind. No transmitting letters are required to 
HccorafHiuy his accounts. (Soealso uoto on face of memorandum.) 

15. ArchltocU—Tarsney Act,—ArchJtocta are reejuired to prepare 
an*! certify vouchors, In payment for work done under their local super¬ 
vision, In accordance with the rcgulathiris and rules of the Deiiartmeiit. 
Their form of ccrtiflcatioii should bo os follows, written or stam|)ed on the 
I face of the voucher, and signed by them as arcliitectji: **(k)rtifled as to cor* 

I roctuess and value of service performed, and approval for payment in the 

< amount stated, viz, $-----,** The approval certifleato on the 

I Toucher Is for tho signature of tho Buporintendent of CJonstrucUon, who 
I acts as tbo representative of tho Department. It is desirable that appllca- 
J tlon should bo made by artliltecu (stating tli« conditions under which they 
\ accrue) for |>ayments on account of commisalons. 

I 18. Sanipli) vouchors.—Vouchers, Cfimbincd iu sots, for distribution 
. to those charged with the duty of preparing, cortifylug, aod issuing vouch* 

» oni, will be fumUhod upon re<|Uost. Those forms embrace the methvxle of 

r accounting most frequently mot with In tho preixxratlou of vouchom, and a 

( reforenco to Hioin as a guide will save time and avoid much unnecessary 

Corroepoudonco. 


i 

I 




























Building : U. S. / r 


— Location: ... 


READ THIS NOTE CAREFULLY. 


fa, . UteoJ ,™«crirt .bo« o. .h, 
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aumixistr^vtive action. 


Account submitted for 
Differences as follows:. 


Amount allowed on voucher .. 




Paid hy check JVo. 

Ay 


(N«a« of dtabunfng offloor.) 


.' --- 100 . (Irau n on .. 

■ ..-. ’ order of Payee nam^d above, for $ _ 

■.. Disbursing 

(CfarkorV^«f.y .Vl-Ue,"wb„;io„W,- 
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Voucher J^o. 


GENERAL INSTRUCTIONS. 


(Trcasurg gpiiartment, 

OFFICE OF SUPERVISING ARCHITECT. 



[To b« fillenl in by Disburaing OflBcer.J 
AOOOUNXS OF" 


(Name of diBbarsing ofliccr.) 

Disbursing . 

(CJlerk or agent.) 

(Place where located.) 

.-., 190 

(Period for which account ia rendered.) 

received 


1. Form and use.—Thia form of voucher will be used for all expend!- 
tures except traveling oxponaca and pcraoual services. Where an accoont 
is too large to bo sbited on one form, use ailditional forma, fastening them 
together in the upper left-hand comer. I-'ill out tlio certificates on the last 
form only. 

2 . Title of building^.—State the title of the building on the line desig¬ 
nated for that purpose, following it with the name of the city and State in 
which located. The attention of Custodians is particularly called to this 
requirement. 

3. Certiacates.—Vouchers received at the Department without certifi- 
catton will be relumed. The approval blank, for the signature of the 
Assistant Secretary, is for use only by the reviewing authority at the 
Department when the voucher is paid at Washington, D. C. 

4. Brleang:.—The upper briefing on the back (both voucher and memo¬ 
randum) must be properly filled out before the voucher is transmitted to 
the Department. Whether as a separate voucher forwarded for payment 
(in which case the number only is left blank) or as a voucher included in 
the abstract of a Disbursing Agent, this requirement must be adhered to. 
If the appropriation is unknown, leave the line blank. For annual appro¬ 
priations consult “ Instmctions to Custodians. 

5. Letters of trausiiilttal.—.\rcompany all vouchers fur unauthor¬ 
ized expenditures with letters of transmittal. Describe briefly the work 
done or services rendered, and whether satisfactorily completed or per¬ 
formed; if for articles or supplies, whether received in good condiUon; and 
a brief reference to the emergency which requinxi immediate expenditure 
should be stated. 

6 . Itemization.—Unless issued uuder a contract or accepted proposal 
on file at the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be itemized, 
indicating the labor, material, and articles supplied, and the unit of price. 

7. Telegrams.—Charges for telegraphic service must bo accompanied 
with copies of the telegrams. 

8 . ReimburBements.—Vouchers covering a reimbursement for minor 
expenditures incurred must be accompanied with receipted bills. Officers 
and employees are not entitled to reimliurhcment for any expenditures 
made from their pri^'ute funds (other than for purely personal traveUng 
expenses), except under stress of urgent or unforeseen public necessity 
Before using their own funds, they should ascertain whether it is feasible 
to forward vouchers to the Department for payment. The measure of 
the feasibility of so making payment should not bo tAeir otm convenience 
or desire. Where the stress of public necessity requires officers and em¬ 
ployees to use their own funds, the facti^hould be sot out in the vouchers. 

9. Correction of errora^Errors in computaUou or extension, in 
stating dates of contracts, pro[K)«aTs, aufhorizaUons and the omission of 
signatures from cerUficates should bo carefully guaniod against. 

10 . Additions and deductions.—All acceptances by the Depart¬ 
ment involving additions to or deductions from formal contracts or accepted 
proposals, and all revocations of prior acceptances, must bo taken up in 
chronological order in ail vouchers issued on account of such contracts or 
proposals Items of this character aff«>ct the amount of the retained per¬ 
centages and the payments to be made, and can not properly be omitted. 

11. Division under appropriations.—In vouchers iasue^l under 
contracts or accepted proposals Involving a charge against two or more ap- 
propriatlons, the contract or proposal must be taken up as a whole for each 
appropriation, and separate vouchers nmderod under each head, doducUng 
from the amount of the contn or proposal in each voucher the sum or 
sums profKjrly chargeable to the other items of appropriations. In this 
manner the contract or proposal is divided under its respective heads. 


12. Final settlements.—Vouchers in final settlement of contracts' 
^ under bond must not bo issued without prior authority from the Depart- 
r ment. Such se ttlements may involve the imposition of a penalty, the 

determination of which rests with the Secretary of the Treasury. Accepted 
I proposals, whose terms may provide a penalty for delay in execution of 
work, shonld be similarly treated. The completion of work under such 
contracts or accepted proposals should be promptly reported to the Depart- 
I ment, with a statement of account and a full explanation of the causes of 

. delay, if any, reference being made in detail to any loss or damage sustained 
by the United States as a remit of such delay. 

13. Siipcriutendents of construction.—When issuing vonchers 
J for presentation to a Disbnrsing Agent for payment, superintendents must 

see that they are filled out and complete in every particular, excepting only 
the check-legend at bottom of voucher, the number, and the lower part 
of the brief on the back. The memorandum, w'hich should be jirepared 
with equal care, can only be detached by the Disbursing Agent or at the 
Department. 

14. Disbursing agents.—These officers will number their vouchers on 
j the back, in monthly series, beginning each month with the first voucher 

paid (No. 1), and following this in the order of payment. The blanks in 
the check-legend at the bottom of the voucher must bo filled out by the 
Disbursiug Agent. Hu must make no disbursements of any kind until 
authorized to do so by the Department, and upon receiving such authority 
should be careful to observe that his fmymenU are made in accordance 
therewith. Under no circumstances should he make a payment in advance 
, for work or services of any kind. No transmitting letters are required to 
i accomi»any his accounts. (See also note on face of memorandum.) 

15. Architects—Tarsney Act,—Architects are required to proparx* 

. and certify vouchers, in payment for work done under their local super- 
I vision, in accordance with the regulations and rules of the Department. 

Their form of certification should be as follows, written or stamped on the 
■ face of the voucher, and signed by them os architects: “ Certifle<l as to cor- 
I rectness and value of service performed, and approval for payment in the 

amount stated, viz, 8-” The approval corUficato on (he 

, voucher is for the signature of the Superintendent of ConstrucUon, who 
: acts as the representative of the Dojiartment. It is desirable that applica¬ 
tion should be made by architects (stating the condiUons under which they 
, accrue) for pa^Tuents on account of commissions. 

f 16. Sample vouchers.-Vouchers, combined in sets, for distribution 
to those charged with the duty of preparing, certifying, and issuing vouch- 
ers, will be furnished upon request. Those forms embrace the methods of 
^ accounting most frequently met with in the prepamtion of vouchers, and a 
j reference to thorn os a guide will save time and avoid much unue^essary 
I correspondence. 




































Nuio Cioiir^rul rnitructlonM 
oil b»ck. 


REFERENCE MEMORANDUM. 

(DtiUcb^liIo, Vart of Voiiobar Form Ho. 8600.) 


Voucher JVb. 


$lxe Stttitcd / 


"(For Dlfbunlng oifflcw’i 


^ddres5: Z J vrti/yncn/U. 

(Btrrat and niirobar.) 


(Knmaof i»ayw».) 

<3(:fylorc/Lj(>......., .« — 



CUAEACTEB OP ARTICLES OR SERVICES. 


/ / (j 0 iT 


iz^UltAAAAj OAA^ />€/4^CZAAyviA^ ^CifO 

£c(^JliAd CW'V oxa/Z/s/O 

i'lc'C'k 



A3IOUNT^ 

DoUmra. ' Ctfn/a 


/ 


Jd.c 0 




(O^ lofl-lC'f* 

p«^ 

fKao oeiAt ^ 

^Cvflo o«ei>Uo» ^ 

<vf xX’ve 


Total Amount as shown on Vouchee, 




APPROPRIATIOft: - 

BUILDING: U. S. ...OOflLiLtJ.J. --- LOCATI0N:....Aj. 



READ THIS NOTE CAREFULLY. 

Duplicate V07ichcr8 arc no longer required. This Memoraiwiiyn, for reference purposes solely, is a suteUtute. Make a 
hteraUran^npt atov^e^f^the^^count tteir accounts, ^v•ill fill out the three lines below, detach the 

MeinorandurnjHidjetam to the Department tor mvwent ^ Memorandum must ^company it and 

must not l» ^h^h<S; When checks in payment of vouchers are received from tfie^p^tment, acc^pamed with the Memo- 
Sum the three lines below shouia bo filled in for future reference by Custodians and others mterested. 


J.. 


administrative action. 


Account submitted for. 
Differen^'cs, as follows: - 


Amount allowed on voucher 



Paid, by check JVo. 

iff 



dated ..——. IRO , drawn on 

;. __ ,mmdctaf‘Piwa^ forj^^idkD.A - 

I P^odp.... . Disioirsir^ 

of dUvt/ttrtiag offlcolLii » 
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Form H<MN>. 


GENERAL INSTRUCTIONS. 


1. Form AMD LSI.- Thii fonii uf vouchor will bo UMod for ull ox- 
IHpiulitum on Recount of aiiprupriut Iona under the control of tho 
Muporvtaintf Archili'ct. oxerpt tmvolinff cxponiR*N and pcraunal iicrv- 
icot. Whore nn account li too Urge to be atuted on one form, noc 
addiltonul forma, foatening them together in the upper left luind 
comer, and carr>lng tho foolingv forward from tho bottom uf One 
form to the top of anoUtcr. Fill out the certificate and receipt on 
the Uui (<»nn only, and tear off the unuaod portiona (certificate and 
reaaipU) of the iireceding Jformi. Tldn makea a enntinuoua voucher 
from the cuptlun to the aignature. 

*. ('AfTioN,—Inwil tile name of the public crwlitor (parton, firm, 
or curjioratlun, legibly' written) on the flrat line, and tlw complcto 
addreaa on the next line bth>w. Tlie payre’a name inuit be in 
exactly the nme form in the caption ai in the atgriature to the 
receipt. 

1. Buiiy or vouch xn. 

(а) In the firit coluimi give date of purchoac or delivery of 
artlclei, or dale of performajice of aervice, or date upon which 
ocrvlce haa/aecnicd for which payment la to be made. 

(б) Hreond mlumn, atate date of contract, thui: ‘Contract dated 
10, 1002 date of accfi»Unce of propoaal, “Propoaal accepted 

Mopt. 2rt, 1002;'* or date of letter uuthorixing the expenditure, “De¬ 
partment letter of June 22, 1002.” (The dale of acci-pUnce of 
pmpoaal here refcrml to relatea to propoaala accepted only by the 
Doparument, An cxpcnillture under a propoaal not ao accepted fella 
under “llfparlmont letter.'*) If an emergency expenditun% unauthor- 
load, Ip' a ('ualodian, Inaert “Si'ctinn 13, Inatruetluna to Cuftodlona, 
olhrnvlae, leave blank. 

(f) Third column, dearribe the articlua received or the oervlcti 
l»er(onn*"d, or give a brief Hy'no|>aia of work done, following tho 
letter of ttUlhurJtyi If any. State unit of price nlao, wherever 
pracUenbh*. 

(d) Fourah^g^umn, enter the amount aaj’xtcnded, and total the 
i*olunia, plMiltiK the total in the acrgll at the foot of the column. 

4. AvraornjATioM.—Quote full title of appropriation from which 
|Mjyrwvc&l^ be made on the line provided. Do nut confuac titlca 
of apocial "tl^ppropriutlona with deacriptlvc Utloa of bulldlngi. A 
building may be known at the “United Statca Ouitom-llouac, Ihilti- 
more, Md.,'* but Iti appropriation will read limply “CuMtom-lIouae, 
Baltiraorr, Md.*' Tliia feature la not lnvolv<d in the annual appro* 
pria^iogib H unct'rUin na to the correct title of tho appropriation, 
wHli iMimctiona. Lcttem of authority, however, uoually state 
tho titUn, otel where tlila It the cute they ahould he followed. 

0. Titlk or ot'iLmMU.—State tlie title of the building on the lino 
dwlgnated for that pun»oae, following It with the name of Uie city 
nml State in which located. The attention of Cuitodlani it parti- 
cularly called to tlila rcipiirrmmt, at ilt abtence, in conjunction with 
other Informaliliet, frotjuniily rendem ideiitlflcatlon of vouchera dif¬ 
ficult, and Cttiiani delay in wtllcinenta. 

0. lixt iUFT.- When forwarded to the Deimrlmcnt lor payment, 1)11 
In llie receipt on the apprtiprlate line (alto tho acroll) with the 
amount callini for by the voucher, an«l Insert the dlsburaing offlcfr't 
name. He ture that Uie omount In the pccH-ipt acconli with that 
given In tho voucher. The signature to tlio receipt ahould be made 
by the |»rr*in, Ann (hy a member of the Ann), or con)oration 
(lliruugb Its iiruf>er offleer) in whooo favor the voucher is Issued. 
Stgnaturca of puhllr creditora inuirt ef»rre«pond with tlie namca at 
written In the caption. When paid by a local Dlsburalng Agent. 
U iortnict ions eonlaliicd in paragraphs 17 oJid 1ft. 


7. CRnririCATR.—The proper otUcer, charged with the duty of err- 
tiflcatlon, muat aign on the lint line, followcti by Ida ofilclnl title on 
tlie ai>cond lino. Vourhen reoalviHl at the I)e|Mittmeiit without rerti- 
fleation will be returned. The approval blank, for the signature of 
tho Aaalatunt SacreUry, la for ime only whmi tho voucher la paid nt 
the Department by a departmental disbursing officer, locutorl at 
Washington, D. O. 

8. Ukirkino.— Tho briefing on the back must Iw* properly filled out 
bafore the voucher is trunsmitteil to the Depsrtment. W'^hethcr os a 
■efmrats voucher forwarded for payment—In which case the number 
only is left blank—or us a vouchor Included In tho abstract of a 
DlabunUng Agent, this requirement must be adhered to. If the ap¬ 
propriation is unknown, os ndglit be tho case with an emergency 
ex[iunditurc, write for instructions. F'or annual appropriations con¬ 
sult “Insiructions to Custodians.*’ (Sec also Paragraph 4.) 

9. Uhttras or TRANSMITTAL.—Accompany all vouchers for un- 
authorixed ex[>cnditurca sent to the Department for payment—charge- 
ohle to appropriuliont under tbs control of the Supervising Archi¬ 
tect—with letters of transmittal. Such letters should describe briefly 
Iho work done or services rendered, and whetlicr latisfactnrily com¬ 
pleted or performed; if for articles Or supplies, whether rcceiveil In 
good condition; and a brief reference to the emergency which re¬ 
quired immediate exijcnditure should be stated. This requirement 
does not affect Disbursing Agents whose monthly accounts arc for¬ 
warded without letters. 

10. ITKMIXATION. 

(a) Unless issued under u contract or accepted proposal on file at 
the Department, or under a proposal accepted by a Custodian cir 
other officer by authority from tlie Department, vouchers must be 
Itemixed—Indicating the labor, material, and articles supplied, and 
the unit of price. 

(ft) W'hcn issued under a pro^iosal accepted by a Custodian or 
other officer, a copy of the proposal must accompany the voucher. 

11. FRRIQIIT, TELEURAMa, ETC. 

(a) Freight and express charges will not be allowed unless sus¬ 
tained by the receipts of the transix^rtation companies. 

ib) Charges for telegraphic service must be accompanied with 
copies of the telegrams; or the names of places from and to which 
sent, and the numlxr of words must be stated on the voucher. 

(c) Bills for freight over land-grant or bond-aided railroads must 
not bo imid, but should be referred to the Department for adjustment. 

12. URiMntKSBMENTM.—Vouchers of officers or employees, covering 
a reimbursement for minor expenditures tnciirrwl, must be accom¬ 
panied with receipted bills, and the authority clearly shown. If 
an rm«.Tg(.'ncy expenditure, state fully tlie necessity. 

13. Correction of errors, —Furors in computation or extension, 
in stating dates of contracts, proposals, and authorizations, and tho 
omission of slgnaturea from certificates and receipts, should be care- 
fully guarded against. When vouchers are returned for correction, 
and the amount In the receipt is changed as a rrault of such correc¬ 
tion, issue new vouchers. It is no longer permissible to alter 
vouchers und receipt* after signature hy the payee. New voucher.*! 
should he made out ami signed. 

14. Adimtions and nKDucTio.vs.—All acceptances by the Depart¬ 
ment, involving odditions to or deductions from fonnal contracts or 
accepted proposals, and ull revocations of prior acceptances, must be 
taken up in chronological order, in all vouchers iasuetl on account of 
such contracts or proposals. Items of this character affect the 
amount of the retained percentages und the iwiymcnts to be niade, 
and can not properly be omitted. Attention is particularly called 
to tho rcquirtuiients of this paragraph. 

16. Division under aitrockiations.— In vouchers issued under 
c«mtracts or accepUHl proposal* Involving a charge against two or 
more appropriations, llu! contract or proposal must lie taken up as 
a whole for each appropriation, *nd separate vouchers renilcre<l un^er 


( each head, deducting from the amount of the (sontract or proposal. 
In (ach vouclMT, the sum or turns properly cliargeable to the other 
items of appropriations. In this manner the contract or propossl 
^ i* divided under its rc*s|K*ctivc heads, and the different vouchers can 
I be identified one with the other, and w-ttlcment facilitated. 

' 10. Final settlkmknts.— Vouchers In final settleinent of contract* 

i under bond must not be issued without prior authority from the 
1 Department. Such settlement* may Involve the impoiltlou of a 
I penalty, the determination of which real* with the Secretary of the 
Treasury. Accepted profKJsals, whoso terms may provide a penalty 
for delay in execution of work, should be Bimilarly treated. The 
completion of work under such contracts or accepted proposal* ahould 
be promptly reported to the Department, with a atatement of account 
and a full explanation of the causes of delay, if any, reference being 
made in detail to any loas or dsmage sustained by the United State* 
ns a result of such delay. 

17. ScPERi.NTENDKNTS OF CONSTRUCTION. —When issuing vouchcr* 
for presentation to a Disbursing Agent for payment. Superintendent* 
must set' that they are filled out and complete in every particular, 
excepting only the chcck-lfgend at bottom of vouchcr, gn4 the num¬ 
ber on the back. The Superintendent’s series of numbers will be 
made on tho face of tlie vouclnir, in the upper right-hand corner, in 
continuous sequence, from the beginning of the work to its close. 
The memorandum, which should be prepared with equal care, can 
only bo detached by the Disbursing Agent or at the Department. 

18. Di6bur*ino aoents. —^Tlicso oflicera will number their vouchers 
on the back, iu monthly series, beginning each month with the flrat 
voucher paid (No. 1), and following this with the other vouchers in 
tho order of payment. Tlie blanks in tlie cbeck-lcgend at the bottom 
of the vouchcr muat be filled out by the Disbursing Agent, and his 
official signature written thereunder. He must make no disburse¬ 
ments of any kind until authorized to do so by the Department, and 
upon receiving such authority should be careful to observe that his 
I payments are made in accordance thcrew'ith. Under no circum¬ 
stances should he make a payment in advance for work or service* 

I of any kind. (Sec also note on face of memoranduro.) 

10. Architects—Tarsnky Act. —Architect* in charge of construc¬ 
tion arc required to prepare and certify vouchuri, in pa>'mcnt for 
work done under their local supervision, in accordance with the 
regulations and rule* of the Department a* to fonn and execution. 
They will be governed, therefore, in tho preparation of vouchers, by 
the foregoing directions. Their form of certification should be aa 
followii, written or stamped on the face of the voucher, and aigned 
by them os architccta: “Certified os to correctnes* and value of 
service performed, and approved for pa>'ment in the amount stated. 

i rix., 9-The printed certificate on the txiucher 

is for the signature of tlie Su{>erintcndcnt of Construction, who acta 
I us the repreaentativo of the Department. It is desirable Uiat ap¬ 
plication should be made by architects (stating the condition* under 
' which tlicy accrue) for paj'menU on account of commtaaioDJB. 

20. Sample vouchers. —Vouchers, combined in acts, embracing 
i the salient features of the foregoing directions as to form and execu- 
I tion horctofore prepared as sample* for distribution to those charged 
I ivilh the duty of preparing, certifying, and issuing vouchers, will be 
fiirniahcd upon request where not already* supplied. These forma 
embrace the methods of accounting most frequent^ met with In the 
1 preparation of vouchers covering the various claiaca of expenditures 
*, under the control of the Supeniaing Architect, and a reference to 
them as a guide, when issuing vouchers, uill save time and arold 
much unncccasary corroepondcncc. 

(The adoption of new forma of certificate* and receipts, and a 
memorandum in lieu of the former duplicate vouchers, will not affect 
tho method of ttating occounf#—as illustrated in the aample*—on 
the new aingle voucher form.) 
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Noto Gonoral Tniiiructioiifl 
ou back. 


REFERENCE MEMOftANDUM. 

(Delftcliablt*. Part of Voucbor Form No. 8000.) 


Vouch^ J{o. 


(For DisburalDg Of&c«r*8 umo only.) 



RFAH THIS NOTF carefully 

Duplicate vouchers are no longer required. TliLs Memorandum, for reference purposes solely, is a substitute. Mfeke a 
literal transcript above of the account shown on the voucher. 

Disbursing agents for public buildings, when forwarding their accounts, will fill out the three lines below, detach the 
Memorandum and retain it for their files. 

In all cases where the voucher is forwarded to the Department for payment the Memorandum must accompany it and 
must not be detached. When checks in payment of vouchers are received from the Department, accompanied with the Memo¬ 
randum, the throe lines below should be filled in for future reference by Custodians and others interested. 

_ _ - ^. 


administrative: aotion. 


Account suljmitted for .....- $ - 

Differences, as follows: ...... 


Amount allowed on voucher 



Paid hy check Ab--- dated --, 190 , drawn on -__ 

....-., to order of Payee named above, for $ _ 

hy ... Disbursing ., _______ 

(Nainv oi difbiiiiiiig ofllcor.) (Clerk or Agent.) (Place where located.) 2^2014 

























































Form 8(K>0. 


general instructions. 


1. Form and lbe. —This form of voucher will be used for all ex¬ 
penditures on account of appropriations under the control of the 
Supei^dsing Architect, except traveling expenses and personal serv¬ 
ices. Where an account is too large to be stated on one form, use 
additional forms, fastening them together in the upper left-hand 
comer, and carrying the footings forward from the bottom of one 
form to the top of another. FiU out the certificate and receipt on 
the last form onl>', and tear off the unused portions (certificate and 
receipts) of the preceding forms. This makes a continuous voucher 
from the caption to tlie signature. 

2. Caption. Insert the name of the public creditor (person, firm, 
w corporation, legibly written) on the first line, and the complete 
address on the next line below. The payee’s name must be in 
exactly the same form in the caption as in the signature to the 
receipt. 

3. Body of voucher. 

(а) In the first column give date of purchase or deliveiy of 
articles, or date of performance of service, or date upon which 
service has accrued for which pajment is to be made. 

(б) Second column, state date of contract, thus; ‘Contract dated 

May 10, 1902;** date of acceptance of proposal, “Proposal accepted 
Sept. 20, 1D02;’* or date of letter authorizing the expenditure, “De¬ 
partment letter of June 22, 1902.** (The date of acceptance of 
proposal here referred to relates to proposals accepted only by the 
Department. An expenditure under a proposal not so accepted falls 
under “Department letter.**) If an emergency expenditure, unauthor¬ 
ized, by a Custodian, insert “Section 13, Instructions to Custodians, 
^005;** otherwise, leave blank. 1 

(c) Third column, describe the articles received or the service 
performed, or give a brief ^mopsis of work done, following the 
letter of authority, if any. State unit of price also, wherever 
pnacticablc. 

id) Fourth colunrn, enter the amount as extended, and total the 
column, placing the total in the scroll at the foot of the column. 

4. Appropriation. —Quote full title of appropriation from which 
payment is to be made on the lino provided. Do not confuse titles 
of special appropriations with descriptive titles of buildings. A 
building may be known as the “United States Custom-House, Balti¬ 
more, Md.,** but its appropriation will read simply “Custom-House, 
Baltimore, Md.** This feature is not involved in the annual appro¬ 
priations. If uncertain as to the correct title of the appropriation, 
write for instructions. Letters of authority, however, usually state 
the titles, and where this is the ^case they should be followed. 

C. Title of bcilding.— Stat« the title of the building on the line 
designated for that purpose, following it with the name of the city 
and State in which located. The attention of Custodians is parti- 
cnilarly caUed to this requirement, (»ita absence, in conjunction with 
other informalities, frequently renders identification of vouchers dif¬ 
ficult, and causes delay in settlements. 

6. Receift.— When forw-arded to the Department for payment, flU 
in the receipt on the appropriate line (also the scroll) with the ' 

|Mnount called for by the voucher, and insert the disbursing ofilcer*s ' 

name. Be sure that the amount in the receipt accords with that ' 

given in the voucher. The signature to tlie receipt should be made | 

by the person, firm (by a member of the firm), or corporation \ 

(through its proper officer) in whose favor the voucher Ls issued. J 

Signatures of public creditors must correspond with the names as 
written in the caption. When paid by a local Disbursing .\gcnt, ' 
l)e guided by the instructions contained in paragraphs 17 and 18. • 


7. Certificate. —The proper officer, charged with the duty of cer¬ 
tification, must sign on the first line, followed by his official title on 
the second line. Vouchers received at the Department without certi¬ 
fication will be returnc*d. The approval blank, for the signature of 
the Assistant Secretary, is for use only when the voucher is paid at 
the Department by a departmental disbursing officer, located at 
Washington, D. C. 

8. Briefing. —The briefing on the back must be properly filled out 
before the voucher is transmitted to the Department. Whether os a 
separate voucher forwarded for pajTnent—in which case the number 
only is left blank—or as a voucher included in the abstract of a 
Disbursing Agent, tliis requirement must be adhered to. If the ap¬ 
propriation is unknown, as might be the case with an emergency 
expenditure, write for instructions. T'or annual appropriations con¬ 
sult “Instructions to Chistodians.** ^See also Paragraph 4.) 

9. Letters of transmittal.— Accompany all vouchers tor un¬ 
authorized expenditures sent to the Department for payment—charge¬ 
able to appropriations under the control of the Supervising Archi¬ 
tect—with letters of transmittal. Such letters should describe briefly 
the work done or services rendered, and whether satisfactorily com¬ 
pleted or performed; If for articles or supplies, whether received in 
good condition; and a brief reference to the emergency which re¬ 
quired immediate expenditure should be stated. This requirement 
does not affect Disbursing Agents whose monthly accounts are for¬ 
warded without letters. 

10. Itemization. 

(a) Unless issued under a contract or accepted proposal on file at 
the Department, or under a proposal accepted by a Custodian or 
other officer by authority from the Department, vouchers must be 
itemize^-indicating the labor, material, and articles supplied, and 
the unit of price. 

(&) Wlicn issued under a proposal accepted by a Custodian or 
other officer, a copy of the proposal must accompany the voucher. 

11. Freight, telegrams, etc. 

(a) Freight and express charges will not be aUowed unless sus¬ 
tained by the receipts of the transportation companies. 

ib) Charges for tclcg^hic service must be accompanied with 
copies of the telegrams; hr the names of places from and to which 
sent, and the number df words must be stated on the voucher. 

(c) Bills for frdfcfi! Over land-grant or bond-aided railroads must 
not be paid, but should be referred to the Department for adjustment 

12. Reimbursements.—V ouchers of officers or employees, covering 
a reimbursement for minor expenditures incurred, must be accom¬ 
panied with receipted biUs, and the authority clearly shown. If 
an emergency expenditure, state fully the necessity. 

13. Correction of errors. —Errors in computation or extension 
in stating dates of contracts, proposals, and authorizations, and the 
omission of signatures from certificates and receipts, should be care- 
fu]l>' guarded against. When vouchers are returned for correction, 
and the amount in the receipt is changed as a result of such correc¬ 
tion, issue new vouchers. It is no longer permissible to alter 
vouchers and receipts after signature by the payee. New vouchers 
should bo made out and signed. 

14. Additions and deductiqkb.— -All acceptaneos by the Depart¬ 
ment, involving additions to or Reductions from formal contracts or 
accepted proposals, and all fevocations of prion acceptances, must be 
taken up in chronological ortter, in all vouchers Issued on account of 
such contracts or proposals. Items of this character affect the 
amount of the retained percentages and tlic pavmcnU to be made 
and can^ 4 »t properly be omitted. Attention is particularly called 
to the requirements of this paragraph. 

16. DmsiON u.vdkr appropriations.— hi vouchers isAied under 
contracts or accepted proposals involving a charge against tu-o or 
more appropriations, the contract or proposal must Iw taken up as 
a whole for each appropriation, and separate vouchers rendered under 


each head, deducting from the amount of the contract or proposal, 
in each voucher, the sum or sums proper^’ bhargcablfe to the other 
items of appropriations. In this maimcT the contract or propoaal 
is divided under its respective heads, and tUc different vouchers can 
be identified one with the other, and Bettk-in<Wt facilitated. 

16. Final settlements. —Vouchers in final scttleliicnt of contracts 
under bond must not be issued vrithout prior authority from the 
Department. Such settlements may involve the imposition of a 
penalty, the determination of w'hich rests with the Secretaiy of the 
Treasuiy. Accepted proposals, whose terms may provide a penalty 
for delay in execution of work, should be similarly treated. The 
completion of work under such contracts or accepted proposals should 
be promptly reported to the Department, with a statement of account 
and a full explanation of the causes of dcla}', if any, reference being 
made in detail to any loss or damage sustained by the United States 
as a result of such delay. 


for presentation to a Disbursing Agent for payment. Superintendents 
must see that they are filled out and complete in every particular, 
excepting only the check-legend at bottom of voucher, and the num¬ 
ber on the back. The Superintendent*8 series of numbers will be 
made on the face of the voucher, in the upper right-hand comer, in 
continuous sequence, from the beginning of the work to its close. 
The memorandum, which should be prepared with equal care, can 
only be detached by the Disbursing Agent or at the Department. 

18. Disbursing agents.— These officers will number their vouchers 
on the back, in monthly series, beginning each month with the first 
voucher paid (No. 1), and following this with the other vouchers in 
the order of pajTiiciit. The blanks in the chcck-lcgend at the bottom 
of the vouchor must be filled out by the Disbursing Agent, and his 
official signature written thereunder. He must make no disburse¬ 
ments of any kind until authorized to do so by the Department, and 
upon receiving such authority should be careful to observe that his 
paymenta are made in accordance therewith. Under no circum¬ 
stances ^ould he make a payment in advance for work or sen’ices 
of any kind. (See also note on face of memorandum.) 

19. Architects—Tarsney Act.— Architects in charge of construc¬ 
tion are required to prepare and certify vouchers, in pajanent for 
work done under their local supervision, in accordance with the 
regulations and rules of the Department as to form and execution. 
They will be governed, therefore, in the preparation of vouchers, by 
the foregoing directions. Their form of certification should be as 
follows, written or stamped on the face of the voucher, and signed 
by them as architects: “Certified os to correctness and value of 
service performed, and approved for payment in the amount stated. 

viz., $---»» Tinj printed certificate on the voucher 

18 for ^he signature of the Superintendent of Construction, who acta 
as the representative of the Department. It is desirable that ap- 
phratlon should be made by architects (stating the conditions under 
which they accrue) for payments on account of commissions. 

20. Sample vouchers. —^Vouchers, combined in sets, embracing 
the salient features of (tie foregoing directions as to fonn and execu¬ 
tion heretofore prepared as samples for dn^bution to those charged 
with the duty Qf preparing, certiOing, and mmng vouchers, will be 
funiished upon request where not already aypplied. These forma 
embrace the methods of accounttng most frequeoUy met with in the 
prepararion of vouchers coverii^she various classes of expenditures 
under the control of the Suporri«ng Architect, and a reference to 
them as a guide, when issuing vouchers, will save time and avoid 
much unnecessary correspondence. 

(The adoption of new forms of certiBcates and receipts, and a 
memorandum m lieu of the former duplicate Trouchcre, will not affect 

^ f "'“'r niuatratcd in the aamplea-cn 

the new single voucher form.) 
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